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Introduction

Read&Write 11 Gold is designed to provide help to computer users with reading and writing
difficulties. It can read text aloud and help construct words and sentences. It also has many other
features, such as advanced spell checking, document scanning and Internet tools, to name but a few.

This guide is designed to familiarise you with all aspects of the system. As well as learning how to use
the many facilities offered in Read&Write 11 Gold, you will also learn how to set up the system so

that it will operate in exactly the way you want it to.

The exercises are colour coded and divided into:

e  Further Exercises — these exercises will show additional functions that can be used.
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1. Getting started

In this section you will learn how to:

e start Read&Write Gold

e position the Read&Write 11 Gold toolbar

e understand the buttons on the Read&Write 11 Gold toolbar
e customise the toolbar

e change the colour of the toolbar.

1. In Windows 8 click on the Read&Write 11 shortcut to start the software:

Read&Write 11

2. In other Windows versions double click on the Read&Write 11 shortcut on your Desktop:

Read&Write

11

The software will start.

3. If there isn’t a shortcut on your Desktop, click on Start. Select All Programs, Texthelp
Systems, Read And Write 11, then Read&Write 11.

= If you are using Read&Write 11 Mobile you will need to open the USB folder and double click
on RWMobile.

Depending on how the software is installed one of the following will happen:

a) The Read&Write 11 Gold toolbar will appear — move on to Exercise 2 — Positioning the

Toolbar.
b) The User setup wizard will appear:

Read
&Write

Welcome to the Read& Write Set Up Wizard.

u @ number of questions which
needs. If you wish to use the
utton,
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This wizard will help you set how you want Read&Write 11 Gold to work for you. Follow each
step in the wizard. When you click on Finish the Read&Write 11 Gold toolbar will appear -
move on to Exercise 2 - Positioning the Toolbar.

c) The Texthelp Login window will appear:

Texthelp Login | — User Group drop down list
User Group !AIIUsels "’[’

Loon Hare P O -
Password [ \L
[T Password text box

Login Name drop down list

Make sure that All Users is selected from the User Group drop down list and select your name
in the Login Name drop down list. Click on Login. After a few seconds you will see the
Read&Write 11 Gold toolbar appear.

You can position the toolbar anywhere on the screen. You can also dock it at the top or side of the
screen so that it stays in one place.

1. Click on the title bar of the toolbar and then drag and drop it onto any position on your
screen.

Title bar

x

V¥ -m-E-9-V) Bi-O-B-F- LS K- -

2. Click on the title bar of the toolbar again and then drag and drop it onto the very top of your
screen.

3. The toolbar is docked at the top of your screen. This is where most people choose to keep
the toolbar.

&
4. If you want to undock the toolbar, click on the I You can also drag and drop the toolbar to
either side if you wish to dock the toolbar to the side of the screen.

1. Hover your mouse over the . You will see the tooltip ‘Spell Check’. Hover your mouse

RA
over the button. You will see the tooltip ‘Dictionary’. From now on, if you have difficulty
remembering what a button does, hover your mouse over it to see the tooltip.

2. The following table explains what each button on the toolbar does.
You will not be able to see all of the buttons listed in the table. Simply hover over each icon
you can see.
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+
I
Spell Check Prediction Dictionary Picture Dictionary |[Word Wizard
Show Sounds Like and Hide Verb Checker Calculator
Confusable Words

Rewind Play Pause Forward Stop

E B
Screenshot Reader |Speech Maker Daisy Reader Pronounce Scan

K

Fact Finder Fact Folder Fact Mapper Screen Masking Speech Input
% =
Translator PDFaloud Highlight yellow Highlight blue Highlight green

|

o4

~

Highlight pink Clear highlights Collect highlights |Vocabulary Word Cloud
Voice Note Help Change toolbar Undock the
toolbar

3. Click on the I to the right of the button. You will see a drop down list with a number of
options that allow you to setup up how you want the Spell Check facility to work.

=

beside the appropriate button on the toolbar.

=

Anytime you want to set up a facility to suit your needs, you click on thel drop down list

In future, anytime this guide asks you to click on the facility drop down list, for example, the

drop down list, you must click on the I button beside the appropriate button.
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textHeLP
4. Click on the button repeatedly and notice how the toolbar changes between each of

the six available toolbars. You will see a notification tooltip displayed below the toolbar. This
tells you which toolbar you have just selected:

]

My Features
Toolbar

The six toolbars are:
o All Features — all buttons on the toolbar are visible
e Reading Features — only buttons associated with reading are displayed on the toolbar
e Writing Features — only buttons associated with writing are displayed on the toolbar
e Research Features — only buttons associated with researching are displayed on the toolbar

e My Features — the buttons for all the main features in the software are displayed on the
toolbar

e Study Skills Features— only buttons associated with Study Skills are displayed on the
toolbar.

At times there may not be enough room on the screen for all the buttons on the toolbar.

==
When this happens click on the I button that appears. This will display the other buttons
on the toolbar.

) ) textHeLp )
= If you cannot see the button you will need to use, click on the or the button until
it appears.

What else can you do:

e Change how the buttons look - Setting up toolbar display options

e Change the colour of the toolbar — Changing the toolbar colour.
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Further Exercises

Exercise 4 Setting up toolbar display options

1. Make sure the My Features toolbar is displayed. If you are not sure you have the My Features

textHELp
toolbar on, hover your mouse over the button on the toolbar. The tooltip tells you

textHELP
which toolbar it is. If it is not the My Features toolbar, click on the button. A

notification tooltip will be displayed below the toolbar. This tells you which toolbar you have
just selected. Keep clicking until the My Features toolbar appears:

]

H
My Features
Toolbar
. textHeLp ) ) .
2. Click on the drop down list again and select General Options.

You will see the Display tab of the General Options window:

8 9 .

DISPLAY HOTKEYS SIMILAR AUTOTEXT
Display settings
Toolbar buttons visibility

Current toolbar T Cumenttoolbar: My Festures

[¥] Spelling ~
[¥] Prediction

Toolbar buttons list [V Dictionary
[] Picture Dictionary
[] Word Wizard
[] Show homophones in MS \word

————|[| Get homaphene suggestions v

Toolbar appearance and size
[] Auto hide the toolbar when docked
[[] Make translucent when undocked and unused

Toolbar icon settings —_—
Select an icon set () Small icons without text A
Select . " Clear Style w| O Smallicons with text Icon size and text
elect an icon set ® Large icons without text

drop down ||St () Large icons with text radio bUttonS

0K Cancel

3. To remove some buttons from the toolbar de-select the following check boxes in the Toolbar

buttons list:

e Prediction
o Picture Dictionary.

Notice how the Prediction and Picture Dictionary disappear from the toolbar.
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4. Select the check boxes beside the Prediction and Picture Dictionary so that they return to the

toolbar.
5. Select the Small icons with text radio button.

Notice how the buttons change so they are smaller and the names appear below them.
Choose from the other options until you find one you prefer.

6. Select the Clear Style Color option from the Select an icon set drop down list.

Notice how the buttons change in appearance. Try the other options till you are happy with
the appearance of the toolbar.

7. When you are happy with the options click on OK to close the General Options panel.

Exercise 5 Changing the toolbar colour

You can change the background colour of the toolbar.

textHeLp
1. Click on the drop down list and hover your mouse over Change Toolbar Color.

2. You will see the Toolbar Colour options:

- Change Toolbar Color 3

Current Toolbar

General Options...

Texthelp Web Apps...
All Video Tours 4
Quick Reference Card...

Show tooltips on toolbar

Load my settings...

Change Toolbar
Color

list

Save my settings...

Reset all user settings to defaults

About..

Close

Watch Teolbar video tour..

3. Select the colour you wish to use.

4. The toolbar will change to which ever colour you have chosen.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to start Read&Write Gold.

How to position the
Read&Write 11 Gold toolbar.

What the buttons on the
Read&Write 11 Gold toolbar
are.

How to customise the buttons
on the toolbar.

How to change the colour of
the toolbar.
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2. Reading

In this section you will learn how to:

e have text read in documents

e change the voice

e specify how you would like words pronounced

e instruct the system to read letters, words and sentences as you type
e set up Screen Reading

e set up speech highlighting and use the speech buttons.

Open a Word document with some text in it or type the following text into a blank Microsoft Word
document:

A volcano tends to occur where tectonic plates meet. The earth is made up of about 8 big tectonic
plates. When volcanoes erupt they can throw out lava, ash and gases. An example of a volcano is
Mount Rinjani. This volcano is found on the island of Lombok. It has a long history of eruptions
and erupted in 1994 and more recently in May 2010. Volcanoes can cause major destruction.

= It is recommended that you save this document as you will use it later in the guide.

2. Remember to check that your sound is enabled!

1. Place the cursor anywhere in the text and then click on the u button on the toolbar to hear
the text read aloud.

2. Click on the n button to stop the reading.

If you are not happy with the voice that is used to read the text you can change it. To do this:

1. Click on the u drop down list on the toolbar and select Speech Options.

You will see the Speech tab of the Speech Options window:
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08 B
eo 2
SPEECH SAY LIKE AUTO READ HIGHLIGHT
Voice settings
SAPI 5 speech
Select a voice drop Select 2 voice
. UK Serena - ScanSoft v
down list
Search for other installed voices ﬂ Search button
Search
i w0 Pitch track bar
Speed o Speed track bar
Velume — Volume track bar
‘wiord pause o msec
Use amow keys to change speed Test voice TeSt voice bUtton
0K Cancel

2. Select a different voice from the Select a voice drop down list.

3. Click on the Test voice button to hear the new voice read aloud. If you don’t like the voice

select another.

4. You can change the Pitch, Speed and Volume of the voice if you need to by dragging and
dropping the track bars.

Notice that the Use arrow keys to change speed check box is selected. This will allow you to
use the Up (1) and Down ({) keys on your keyboard to change the voice speed when it is
reading.

5. When you are happy with the voice click on the OK button.

T Other voices can be downloaded from the Read&Write Essentials website.

What else can you do:

e Change how words are pronounced — Changing how words are pronounced.
e Have the text read as you type — Instructing the system to read as you type.
o Have the software read buttons and menus — Setting up screenreading.
e Change how the text is highlighted — Changing the speech highlighting.
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Further Exercises

Exercise 3 Changing how words are pronounced

There may be occasions when the software does not pronounce a word correctly. In this exercise
you will learn how to correct the pronunciation of a word.

1. Click on the u drop down list on the toolbar and select Speech Options.

You will see the Speech tab of the Speech Options window. Click on the Say Like tab:

0 g
SPEECH SAFUKE | AUTOREAD | HIGHLIGHT
Madified pronunciations Pronounce this
Edit Pronunciations J text bOX
. L. ingeine Pronounce this: ¢.g. Padina
Pronunciation pefaloud Angeline
lists Like this: e.g. Pachino
Arjalene | ’
Like this text box
New Save Delete
oK Cancel

2. Type the word Angeline into the Pronounce this text box and then click on the ’ button
beside the text box to hear this word read aloud. Currently it is not being pronounced
correctly.

3. Type Angjalene into the Like this text box and then click on the ’ button beside the text
box to hear the new pronunciation read aloud. This is the correct pronunciation of the word.

4. Click on the Save button. This will add the word to the Pronunciation list. Now that it is
added the word will be pronounced correctly.

5. Click on the OK button to close the Speech Options window.

Exercise 4 Instructing the system to read as you type

You may want to have the software read as you are typing. In this exercise you will learn how to set
up the system to read letters, words and sentences as you type.

1. Click on the u drop down list on the toolbar and select Speech Options.

You will see the Speech tab of the Speech Options window. Click on the Autoread tab:
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o6 20

SPEECH SA¥ LIKE AUTO READ HIGHLIGHT

Auto read settings
| would like to use speak as |

type check box

Speak as | type settings

[ | would like to use speak as | type
Speaking options
[ Speak on each letter \L Speaking options
[¥] Speak on each ward — check bOXeS
Spezk on each sentence

Screen reading settings
[]1 would like to use screen reading

Check the items to be autematically screen read
Buttons

Lists

Menus

Text

Other

Rl

OK Cancel

2. Select the | would like to use speak as | type check box and then select from:
e Speak on each letter check box.
e Speak on each word check box
e Speak on each sentence check box.
3. Click on the OK button to save the settings and to close the Speech Options window.
4. Place your cursor after the text you have already typed and type some text slowly. As you do

so, the text will be read aloud.

5. If you wish to turn this option off. Click on the u drop down list on the toolbar and de-

select the Speak As | Type option to stop the system from reading as you type. Thisis a
shortcut to turning this option on or off.

Exercise 5 Setting up Screen Reading

You may have problems reading icons or menus. In this exercise you will learn how to set up the
system to read menu options and button labels.

1. Click on the u drop down list on the toolbar and select Speech Options.

You will see the Speech tab of the Speech Options window displayed. Click on the Autoread
tab:
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| would like to use screen

reading check box

Screen reading ——
check boxes

SPEECH SAYLIKE

2 oA

AUTO READ HIGHLIGHT

Auto read settings
Speak as | type seftings
[ | would like to use speak as | type
Speaking options
["] Speak on each letter
Spesk on each word
Spezk on each sentence

Screen reading settings

[]1 would like to use screen reading

Check the items to be automatically screen read
L

Buttons
Lists
Menus
Text
Other

Rl

Cancel

2. Select the | would like to use screen reading check box. Then click OK.

3. The Speech Options will close.

4. Hover your mouse over the u button on the toolbar. You will hear the system say ‘Play’.

5. Click on the u drop down list and hover your mouse over Read by word and then Read by

sentence. You will hear each menu option read aloud.

6. If you wish to turn this option off click on the u drop down list and de-select the Use
Screen Reading option. This is a short cut to turning the feature on or off.

Exercise 6

Changing the speech highlighting

The system highlights the text in the document as it is being read. It uses the colours blue and
yellow. You may wish to change this. In this exercise you will learn how to alter how text is
highlighted as it is read including the colours used and/or how it is displayed.

1. Click on the u drop down list on the toolbar and select Speech Options.

You will see the Speech tab of the Speech Options window displayed. Click on the Highlight

tab:
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o6 20

SPEECH SA¥ LIKE AUTO READ HIGHLIGHT

Speech highlighting settings

Speech highlighting methods
(®) Speak with highlighting in document

Speech highlighting () Speak with highlighting in Text Reader

methods -.'E'J Speak using one word display
() Speak with no visual display

L L Ch h highlighting method opti
g osen speech highlighting method options

Highlighting in document Choose the
Choose the highlighting colors highlighting CO|0I’
Yellow background with blue black highlighting v
(Hote, Some documents may ot be able to display drop down
the highlighting correctly)
Options section
| Some [T text
~3
oK Cancel

. To change the colour that is used for highlighting the text as it is read click on the Choose the
highlighting colors dropdown menu and select from the list. A preview will appear in the
Options section.

. Click OK to close the Speech Options.
. Click in to the text you wish to have read and then the u button. The text will be
highlighted using the colours you have chosen.

. To change the speech highlighting method, return to the Speech Options Highlighting tab.
There is the choice of:

e Speak with highlighting in document radio button. This is the one you have been using.
o Speak with highlighting in Text Reader radio button.

e Speak using one word display radio button.

e Speak with no visual display radio button.

. Select the Speak with highlighting in Text Reader radio button.

. Click on the Font size dropdown and select 38 and then click on the Choose the highlighting

colors dropdown and select one of the options.

. Place your cursor anywhere in the text in your document and then click on the u button.
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You will see the sentence displayed in a popup window as it is read aloud. The font size will be

38 and it will be highlighted using the colours you chose.

9. Open the Highlight tab of the Speech Options window again and try one of the other options.

The other highlighting options are as follows:

e Speak using one word display radio button. This will read the text and display each

individual word in a panel.

e Speak with no visual display radio button. This will read the text without any visual display

or colour.

10.Before finishing this exercise make sure you turn the highlighting method back to Speak with

highlighting in document.

Learning Check List

Learning Outcome

Benefit/Suggested use

How to have a document read.

How to change the voice.

How to change the
pronunciation.

How to have the software read
as | type.

How to have the software read
icons or menus.

How to change how the
software highlights text as it is
being read.
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3. Reading Web Pages

In this section you will learn how to:

e read webpages in Internet Explorer
e read webpages in FireFox
e read webpages in Chrome.

1. Click on the u drop down list on the toolbar and look at the Read the web option. If this
option is already switched on you will see a tick beside it:

| Read the web |

2. Ifitis turned off it will look at this:

Read the web |

To turn it on, hover your mouse over the Read the web option and click on it.
3. Open a website e.g. www.texthelp.com.

4. Hover your mouse over an area of text until you see it highlighted. You will hear the text read
aloud.

5. Move your mouse to another area of text until you see it highlighted. You will again hear the
text read aloud. Read&Write 11 Gold will read aloud any of the text that is under your mouse.

6. To switch the Read the web option off click on the u drop down list on the toolbar and
click on the Read the web option.

1. Open your Firefox browser.
2. Click on Yes when prompted to install the plug-in.
3. After the plug-in has been installed follow Exercise 1 above.

Open Google Chrome.

Click on Install Now when prompted to install.
Click on Add.

Restart Chrome.

e B

After the extension has been installed follow Exercise 1 above.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to have a webpage read in
Internet Explorer.

How to have a webpage read in
Firefox.

How to have a webpage read in
Chrome.
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4. Reading Inaccessible Text

In this section you will learn how to:

e use the Screenshot Reader
e change the options in the Screenshot Reader.

In most cases simply using the u button or the Read the web option will enable the text in a
document or webpage to be read to you. However there are some programs where the text is
inaccessible. For example: inaccessible Flash, locked PDF documents and text in images. When you
want to have text read in these applications you will need to use the Screenshot Reader.

1. Open the Texthelp webpage http://texthelp.com/uk/training-screenshot in your Internet
browser window.

&7

2. Click on the K button. Your cursor now looks like this: ==,

3. Click and hold your left mouse button on the top left-hand corner of the picture, then drag
and drop the rectangle to the bottom right-hand corner.
Read&Write 11 Gold reads the text aloud:

L

This is a picture with text in it. It would '
not be able to be read normally as text
like this is inaccessible. But by using the
Screenshot Reader all text is now
accessible — including PowerPoint slides.

Close

You can, if you wish use the Screenshot
Reader to put this text in MS Word. = Play button

If you wish the text re-read click on the button.

4. Click on the lE button to close the Screenshot Reader window.

If you wish you can have the text that the Screenshot Reader finds put directly into Microsoft Word.

Once in Microsoft Word you will be able to edit it and use the u button to have it read.

1. Click on the K drop down list and select Screenshot to MS Word.

==y

&7

2. Click on the I8 button. Your cursor now looks like this: ==,
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3. Select the area again.

If you already have a Microsoft Word document open the text is displayed at the end of it. If
you don’t have a Word document open the Screenshot Reader will create one for you and put
the text in.

4. Click on the u button to read the text aloud.

= You can also use the other Read&Write 11 Gold facilities on the text imported into Microsoft
Word.

5. Close the Microsoft Word document when you have finished.

==

6. Click on the I8 drop down list and click on Screenshot to MS Word to turn this off.

What else can you do:

e Change the Screenshot Reader options — Changing the Screenshot Reader options.

Further Exercises

Exercise 3 Changing the Screenshot Reader options

You can change how the text is highlighted by the Screenshot Reader. You can also alter how you
capture the area that you want to use the Screenshot Reader with.

1. Click on the K drop down list and select Screenshot Reading Options.
You will see the Screenshot Reader Options window displayed:

% x
Screenshot Reader settings

(®) Use block highlighting () Use outline highlighting

Block highlighting settings
Block color Blue v

Qutline highlighting settings
Outline color | gack v

Outline weight | 4 v

Allow fast capture setting
[[] Use fast capture
(Mote yvou need at least 1GE of RAM to use this setting)

Screenshot to Microsoft Word
Append to active Microsoft Word document

Automatically close Screenshot Reader

[ Automatically close after reading

Corce

2. Select the Use outline highlighting radio button.
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3. Select Green from the Outline color drop down list.
4. Select 5 from the Outline weight drop down list.

5. Click on the OK button.

6. Click on the Il button. Your cursor now looks like this:

7. Select the area again. Read&Write 11 Gold reads the text aloud using the settings you have
just selected.

8. Click on the lE button to close the Screenshot Reader window.

9. Click on the Il drop down list. There is the option to choose a different capture method:
e Capture by drawing rectangle — this is the usual method of capture
e Capture by hover — this will capture an area highlighted
e Capture by drawing freehand — this is useful if the text is in a strange shape.

10.Select Capture by drawing freehand.

11.Click on the Mal button. Your cursor now looks like this: =
12.Select the area again, but this time draw around it using the cursor.

Read&Write 11 Gold reads the text aloud using the settings you have just selected.

13.Click on the lE button to close the Screenshot Reader window.

14.Click on the K drop down list and select Screenshot Reader Options.

Screenshot Reader settings

(® Use block highlighting () Use outline highlighti Use outline
highlighting

Block highlighting settings .
Block color  [giue v radio button

Outline highlighting settings
Outline color | giagkc v

Outline weight | "

Allow fast capture setting
[ ] Use fast capture
(Mote you need at least 1GE of RAM to use this setting)

Screenshot to Microsoft Word
Append to active Microsoft Ward document

Automatically close Screenshot Reader

[] Autematically close after reading

Corce
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15.Notice that the Append to active Microsoft Word document check box is selected. This
means that any screenshot to MS Word that you take will automatically be put at the end of
the Word document that you are using. This is important if you want to have all the
screenshots put into the same document.

16. Notice that the option to Automatically close after reading is switched off. This is why the

box stays around the text you have selected and you have the option to use the button
to have it read again.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to screenshot in the
window.

How to screenshot to MS
Word.

How to change the capture
method.

How to change the
highlighting colours.

How to append the
screenshot to an existing
document.

How to have the
screenshot automatically
close after reading.
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5. Converting text into sound files

In this section you will learn how to:
e convert text into a sound file.

It is possible to convert your text into a sound file using Read&Write 11 Gold. Once converted the

sound file can be put onto an audio device such as an iPod, MP3 player or smart phone and listened
to when and where you wish.

1. Highlight the following text in your document:

A volcano tends to occur where tectonic plates meet. The earth is made up of about 8 big
tectonic plates. When volcanoes erupt they can throw out lava, ash and gases. An example
of a volcano is Mount Rinjani. This volcano is found on the island of Lombok. It has a long

history of eruptions and erupted in 1994 and more recently in May 2010. Volcanoes can
cause major destruction.

2. Click on the button on the toolbar.

The highlighted text is displayed in the first window of the Speech Maker facility:

Total number of characters: 385

Large amounts of text may take a few moments to process.

A volcano tends to occur where tectonic plates meet. The earth
iz made up of about 8 big tectonic plates. When volcanoes
erupt they can throw out lava, ash and gases. An example of a
volcano is Mount Rinjani. This volcano is found on the island of
Lombolc. k has a long history of euptions and erupted in 1554

and more recently in May 2010. Volcanoes can cause major
destruction.

=2 You can type into this window if you wish to add further text.

3. Click on the Next button. You will see the second window in the Speech Maker facility:
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Pitch, Speed and
Volume controls

Selected Voice drop
down list

Selected Voice
UK Emily - ScanSoft

Test Voice

Test voice button

4. Select one of the voices from the Selected Voice drop down list and then drag and drop the
following track bars:

e Speed — drag this track bar to the left to slow the voice down.

e Volume — drag this track bar to the left to decrease the volume or to the right to increase

the volume.

5. Click on the | TsstVeic=: button to hear what the voice will sound like. If you decide that you don’t
like this voice, select another one from the Selected Voice drop down list and adjust the track
bars until you are happy.

6. Once you have selected a suitable voice, click on the Next button.

You will see the third window in the Speech Maker facility:

File Format
options

File: Destination

| MUsers‘jackie\Documents sample.mp 3| |

File: Format
() iy

® MF3

| Advanced MP3 Options

7. Click on the Browse button to display the Save As window.

Browse button
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8. Browse to the folder in the directory in which you want to save the sound file, type a name for
the file in the File name text box, and then click on the Save button.

9. The MP3 sound file format radio button is selected by default as this is the most popular
format. This format is supported by most audio players such as MP3 players, iPods, etc.

10.Click on the| Cr=3t=  pytton to create the sound file.

11.Browse to the directory where you saved the sound file and open it to hear the sound file you
have just created. You hear the text you highlighted in step 1 read aloud.

Now you will be able to put the sound file on to which ever audio player you wish.
12.0nce you have used the Speech Maker you can turn on a shortcut to reduce the steps. Click

on the drop down list on the toolbar and select Create file using last saved settings.

Now when you select text and click on the button, you will see the Save As window and
you will just have to give the file a name and click on Create.

13.If you wish to turn off this shortcut click on the drop down list on the toolbar and make
sure Create file using last saved settings is de-selected.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to convert text into an
audio file.
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6. Reading Dragon Recognised Text

In this section you will learn how to:

e have Read&Write Gold read Dragon recognised text.

Dragon, the speech recognition software, allows you to create documents by simply talking into a
microphone. Read&Write 11 Gold can read aloud text recognised by Dragon, which is useful if you
want to make sure that Dragon has recognised exactly what you wanted to say.

1. Make sure that Dragon is running and close all open documents.

2. Click on the u drop down list on the Read&Write 11 Gold toolbar and select Speak Dragon
Recognized text.

3. Open a new document in Dragon.
4. Speak the following into your new document:

A volcano is a geological landform on the surface of the earth (and other planets) where
magma from the planet's interior erupts (or once erupted) to the surface.

Notice how Read&Write 11 Gold reads the text aloud.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to have Read&Write Gold
automatically read text
inputted using Dragon.
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7. Working with Daisy books

In this section you will learn how to:

e read Daisy Books
e navigate through a Daisy book.

Before you begin this exercise, make sure you have a Daisy book saved on your computer.

= If you don’t have a Daisy book to work with, you can carry out a search on the Internet for
Daisy Books.

= You can open an AudioPlus book which you may have received from the RFB&D (Recordings
for the Blind and Dyslexic). However, you cannot use the Read&Write 11 Gold toolbar to read
the chapters aloud. Instead, you can use the Speech buttons at the bottom of the Daisy
Reader window.

1. Click on the button on the toolbar.
You will see the Browse For Folder window displayed.

2. Browse to the location in the directory where you have saved the Daisy file, select it and then
click on the OK button.

= If you are opening an AudioPlus book, you must browse to the location of your User
Authorization Key, select it and then click on the Open button. You can then enter the PIN
code supplied to you by the RFB&D.

The Daisy book opens in the Daisy Reader window.

The table of contents for the book is displayed on the left-hand-side of the Daisy Reader
window. Click on a page/section to view it.

3. Complete either of the following options:

e if web highlighting is switched on, hover your mouse over the area of text you want read
aloud

o if web highlighting is not switched on, click on the u button on the Read&Write 11 Gold
toolbar.

4. Click on the Display menu and select Display Options. You will see the Display Options panel
displayed.
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5. Specify that you would like to make the Font Size 20 and the text Bold. If you wish, change the
Text and Background Colour by clicking on the colour dropdown. Click on the Cancel button
when you are happy with the settings.

6. Have some text read again and notice the difference in the settings.

In this exercise you will learn how to find the text that you want to read aloud in the Daisy book and
set up bookmarks.

1. Make sure the Daisy book is open.

2. Click on the appropriate Navigation button to move through the pages:

. — displays the first page in the book
. — displays the previous page in the book
. — displays the next page in the book
. —displays the last page in the book.

You can insert bookmarks in the text. To do this:

w

. Click on the button. You will see the Save Bookmark window displayed.
4. Type Bookmark1 in the text box provided and then click on the Save Bookmark button.

5. Go to another page in the Daisy book and repeat steps 3 and 4 to add another bookmark, and
call it Bookmark2.

6. Now practice finding the bookmarked text.

7. Select Bookmarkl from the Bookmarks drop down list and then click on the button.
You can search for words in the text. To do this:

8. Type a word that you know is in your Daisy book, in the Find Text In Book text box, and then

a

click on the button.

The first instance of the word or phrase is highlighted in your Daisy book. If you want to view

a

the next instance, click on the button again.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to read a Daisy book

How to navigate through a
Daisy book.
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8. Using the Pronunciation Tutor

In this section you will learn how to:

e check how words are pronounced
e create syllable exceptions.

1. Click on the = button on the toolbar to display the Pronunciation Tutor window:

Pronunciation | Sylable Exceptions

Phonstic Vord Display Phonetic Letters
Select a symbol below for further

information on the phonetics — Check and text bOX

\ (alough) | k zi n o/l _Dlsplay Phoneme Equivalent
Selected word text box check and text box

Phoneme Irformation

’ Type —

Speak Consonant - Fricative
vol-ca-no IPA Description

[Voiced labiodental fricative Phoneme

Display Syllabification
textbox T |

| [/] Use the lips for pronuncistion Information

Use the lips for pronunciation Exemple Words
section

Ayailable Vioices

Microsoft Zira Deskiop - Englis +

check box

_ Advanced Display

Advanced Display
check box Available Voices
drop down list

2. Select ‘Microsoft Zira Desktop’ from the Available Voices drop down list.
3. Make sure the following check boxes are selected:
o Display Syllabification
e Use the lips for pronunciation
e Advanced Display
o Display Phonetic Letters
o Display Phoneme Equivalent.
4. Type volcano into the Selected word text box and then click on the Speak button.

Note how the lips and tongue move to show you how to form the word with your mouth. Also
note how the word ‘volcano’ is broken down into three syllables in the Display Syllabification
text box.

5. Double click on the letter v in the Display Phoneme Equivalent text box. The Phoneme
Information section is populated with information, e.g. words that are also pronounced using
the ‘v’ sound used in ‘volcano’ are listed in the Example Words text boxes.
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6. Click on the button to close the Pronunciation Tutor.

What else can you do:

e Create syllable exceptions where the pronunciation is not correct — Creating syllable

exceptions.
Further Exercises
Exercise 2 Creating syllable exceptions

In this exercise you will learn how to teach the system to pronounce the word ‘hungry’ differently.

A —4
1. Type the word hungry into your document, highlight it and then click on the . button.
Notice how the Pronunciation Tutor breaks the word into the syllables ‘hun’ and ‘gry’.

2. Click on the Syllable Exceptions tab:

Pronunciation | Syllable Exceptions
Sylable Exceptions
B Taroet ierd Target Word text box
Default Syllables
Syllable Exceptions
Madified Syllabl. ope
list box e — 1 Modified Syllables
text box

New

3. Click on the New button.

4. Type hungry into the Target Word text box and then type hung-ry into the Modified Syllables
text box.

5. Click on the Speak button to hear the new pronunciation read aloud and then click on the
Save button to add it to the Syllable Exceptions list box.

6. Click on the button to close the Pronunciation Tutor window.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to check how words are
pronounced.

How to create syllable
exceptions.
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9. Reading PDF documents

In this section you will learn how to:

e read a PDF file using PDFaloud.

PDFaloud is designed to provide help to Adobe Acrobat users with reading difficulties. It does this by
reading text aloud from PDF documents.

1. Click on the m button on the toolbar and open a PDF file when prompted by the system.

2. The PDF is displayed in Adobe Reader. However, to view the PDFaloud toolbar, you must click
on Tools on the toolbar and select Plug-In PDFaloud. The PDFaloud toolbar is displayed:

Tools Comment Share

* Plug-In PDFaloud

“«Hrim»e

\::}@ Click and Speak

j Read by word

=1 Read by sentence

‘ | Read by paragraph

ﬁ}%_ Options -
3. Click on the button. PDFaloud starts to read aloud the document.
4. Click on the . button to stop the system from reading the document.

= If you cannot see the PDFaloud under Tools you may have a different version of Adobe
Reader. If there is an Extended option check for PDFaloud here.

What else can you do:

e Change how PDFaloud reads — Altering the PDFaloud options.

Further Exercises

Exercise 2 Altering the PDFaloud options

i

1. Click onthe > Click and Speak button then anywhere in the text that you wish read.

With Click and Speak switched on you just need to click where you want it to read.
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2. To turn off Click and Speak click on the 4 Click and Speak button again.

3. You can choose how much text is read at a time by choosing from:

R Read by word
. = Read by sentence

= = Read by paragraph

4. Click on the Options button on the toolbar. PDFaloud is set to have Continuous Reading.
You will know it has been selected if you see a tick beside it, as shown below:

|i| Continuous reading

With this switched on when you start PDFaloud to read it will continue to read the whole
document.

5. You can turn off the Continuous Reading by de-selecting it.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to have a PDF document
read using PDFaloud.

How to alter how PDFaloud
reads.
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10. Spell checking

In this section you will learn how to:

e use the Spell Checker

e spell check as you type

changing the spelling settings

use the Auto Correct file

add words to the Custom Spelling Dictionary
review spellings suggestions

add a phonetic replacement

e review the log of spelling errors.

Type the following text into a blank Microsoft Word document:

= There are deliberate spelling mistakes in the text that you must enter letter for letter. They
are underlined. You do not need to underline these mis-spelt words in your document.

A volcaneo tends to occur where tectronic plates meet. The earth is made up of about 8
big tectronic plates. When volcanoes erupt they can throw out lava, ash and gases. An
example of a volcano is Mount Rinjani. This volcano is found on the iland of Lombok. It

has a long history of eraptions and erupted in 1994 and more recently in May 2010.

1. Click on the button on the toolbar. You will see the Spelling Helper window displayed:

Avolcaneo tends to ococur where tectronic plates meet.

Correction text box volcano &) Al | Noun Verb Adjective Adverb

| | & mountain with & large hole in the top out of which gas
ulcan and lava sometimes burst, or used to burst in the past,
“The volcano erupted and destroyed an entire town.”

Word list box

Move to next error after solving this one

6 & + & -
v 3 Va
Change Change all Add custom Auto Correct lgnore

The first mis-spelt word in your document is highlighted in red.
You can use the following buttons to correct your spellings:

e Change button — select a word from the Word list box and then click on this button to
change the mis-spelt word to the selected word. Use this to correct volcaneo to volcano.
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e Change all button — select a word from the Word list box and then click on this button to
change all instances of the mis-spelt word throughout your document. Use this to correct
tectronic to tectonic.

e Add custom button — click on this button to add the selected word to your Custom Spelling
Dictionary. Use this to add Rinjani to the Custom Dictionary.

e Auto Correct button — select a word from the Word list box and then click on this button to
add the mis-spelt word to the auto correct file. In future, when you type the word
incorrectly, the Spelling facility will now automatically change the word to the selected
word. Use this to correct iland.

Correct the rest of the document.

Ignore button — click on this button to ignore the mis-spelt word.
The Spelling Helper window closes as soon as the spell check is complete.
What else can you do:

e Spell check as you type — Using Spell as | Type.

e Add words to the Custom Dictionary — Adding words to the Custom Spelling Dictionary.

e Alter how the spelling works — Changing the spelling settings.

e Have spelling mistakes automatically corrected— Using the Auto Correct .

e Review the spelling suggestions that have been provided — Reviewing spellings.

e Alter the spelling suggestions — Adding a phonetic replacement.

o View your spelling log which records all the spelling mistakes you have made - View your
spelling log.

Further Exercises

Exercise 2 Using Spell as | Type

You can have the Spell Check help you correct your document as you are typing. To do this:

1. Click on the drop down list on the toolbar and select Spell As | Type.
Type the following text into a blank Microsoft Word document:

= There are deliberate spelling mistakes in the text that you must enter letter for letter. They
are underlined. You do not need to underline these mis-spelt words in your document.

A volcaneo tends to occur where tectronic plates meet.

2. As soon as you type ‘volcaneo’ the Spelling Helper panel appears. You can use this to correct
‘volcaneo’ to ‘volcano’
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3. Assoon as you type ‘tectronic’ the Spelling Helper panel appears again. You can use this to
correct ‘tectronic’ to ‘tectonic’.

4. Click on the drop down list on the toolbar and de-select Spell As | Type to disable this
facility.

Exercise 3 Adding words to the Custom Spelling Dictionary

In this exercise you will learn how to add words that the spell checker does not recognise to the
Custom Spelling Dictionary. (Once you have added a word, the spell checker will no longer identify it
as a mis-spelt word.) These tend to be names of people or places.

To add words to the Custom Spelling Dictionary:

1. Click on the drop down list on the toolbar and select Spelling Options.

You will see the Custom tab of the Spelling Options window:

CusToM SETTINGS

Custom Dictionary
Your custom spelling dictionary

|
C\Users'jackic\AppData'Roaming' Texthelp'\Readand | | TN

New word text box |
Texthelp
Speak
y
Custom spelling Add word
dictionary list box S a
Delete word
YA
~— Add 3 list
[] Advanced options 0K Cancel

2. Notice that the word Rinjani is in here. This was added in the last exercise.

3. Type the word Bannack in the New word text box. Bannack is the name of a town and isn’t
recognised as being a correct word.

4. Click on the Add word button. ‘Bannack’ is added to the Custom spelling dictionary list box.
5. Click on the OK button to save the settings and to close the Spelling Options window.

6. This means from now on if you should ever type Bannack the Spell checker will recognise it is a
correct word. You can add further words in to the Custom Dictionary in the same way if you
need to.
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Exercise 4 Changing the Spelling settings

You can change what spelling mistakes the Spell Checker looks for, the search methods and the
vocabulary that it checks words against.

1. Click on the drop down list on the toolbar and select Spelling Options.

You will see the Custom tab of the Spelling Options window. Click on the Settings tab:

v x

CUSTOM SETTINGS

lgnore st

lgnore words which begin with a capital letter -
|gnore wards which are all in CAPS

Ignore words with a mixture of upper and lower case

|gnore wards containing digits

Ignore domain names (e.g. www.TextHelp.com) w

Ignore list section

Your search
methods section

search methods

g
H

Search for anagrams -~
Search for extra letters

Search for missing letters

Search for incorrect letters

Search for joined words v

[«][&]&][&]&]

Vocabulary

[+/] UK English -
Vocabulary section ] usEngish
[] Australian
[] Science
[] Medical W
[] Advanced options oK Cancel

2. Select the Ignore domain names (e.g. www.TextHelp.com) check box in the Ignore list
section. This means that when you use the spell checker it will ignore website addresses.

3. Notice that all of the check boxes in the Your search methods section are selected to specify
that you want the Spell Checker to search for all possible types of mistakes.

4. Select Science, Medical and Biology in the Vocabulary section. This will add these types of
vocabulary to the spellchecker. You would particular want to add these if you commonly use
these types of words.

5. Click on the OK button to save your settings and to close the Spelling Options window.

Exercise 5 Using the Auto Correct file

In this exercise you will learn how to configure the Spell Checker to automatically correct commonly
mis-spelt words.

1. Click on the drop down list on the toolbar and select Spelling Options.

You will see the Custom tab of the Spelling Options window displayed.
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Make sure the Advanced options check box in the bottom left-hand corner is selected and
then click on the Automatic tab:

Spelling Options
A B
YA
. . GUSTOM SETTINGS AUTOMAT HISTORY PHONETICS LOG
Use automatic corrections Automati
omatic comections
to replace the text as you type Automatic comection sefting
check box [[] Use automatic corrections to replace the text as you type
Edit automatic comections
Commen Error Correction c ) b
orrection text box
Common Error text box
adn
iland
e Automatic corrections
list box
New Save Delete
Advanced options dvanced options oK Cancel

check box

You will see a list of words in the Automatic corrections list box — if you completed Exercise 1
you will see the word ‘iland’ here. The words listed will be automatically changed to the
correct spelling if you accidentally type them when creating future documents.

2. Make sure the Use automatic corrections to replace the text as you type check box is
selected.

3. Click on the New button.

4. Type ‘distruction’ in the Common Error text box and then type ‘destruction’ in the Correction
text box. Click on the Save button to add it to the list.

5. Click on the OK button to save the new settings and to close the Spelling Options window.

6. Type the following text into your document:

= There is a deliberate spelling mistake in the text that you must enter letter for letter. It is
underlined. You do not need to underline this mis-spelt word in your document.

Volcanoes can cause major distruction.

Notice how the Spell Checker automatically corrects the mis-spelt word you have just added
to the Auto Correct file earlier in this exercise, i.e. ‘destruction’.

Exercise 6 Reviewing spellings

You can review what suggestions the spell checker has provided. To do this:

1. Click on the drop down list on the toolbar and select Spelling Options. You will see the
Custom tab of the Spelling Options window displayed.
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Make sure the Advanced options check box in the bottom left-hand corner is selected and
then click on the History tab:

a0 %”w

GUSTOM SETTINGS AUTOMATIC HESTORY PHONETICS L0G
Usage data
Recent errors Suggestions [ Error type column
1

| distruction
eraptions
iland
importan
mos
Rirjani
tectronic
volcaneo

Suggestion Error type

Recent errors list box _<

Suggestions column

Clear all

Advanced options check box

—[] Advanced options 0K Cancel

2. Select ‘volcaneo’ from the Recent errors list box. You will see a list of possible corrections and
the error types in the Suggestion and Error type columns.

3. Click on OK to close the Spelling Options.

Exercise 7 Adding a phonetic replacement

The Spell Check facility uses a phonetic map to make suggestions for mis-spelt words. Phonetic maps
help the Spell Checker to find corrections for difficult spelling errors such as phonetic errors and
errors caused by OCR. It uses groups of letters that sound the same or are normally confused.

For example, if you often type ‘telefone’ or ‘elefant’, Read&Write 11 Gold will be able to use the
phonetic mapping ‘f = ph’ to solve these errors.

Read&Write 11 Gold can also solve spelling errors where there are many phonetic errors in one
word. For example, if you type ‘nolij’, Read&Write 11 Gold uses the phonetic mappings ‘no = know’
and ‘ij = edge’ to solve the error and suggest ‘knowledge’.

1. Type the letters noledge into your document.

2. Highlight the word you have just typed and then click on the button on the toolbar.

3. You will see the Spelling Helper window displayed. Note that the Spelling facility has
suggested the word ‘knowledge’ as a replacement.

4. Click on the button on the top right-hand corner of the Spelling Helper window to close
it.
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5. Click on the drop down list on the toolbar and select Spelling Options. You will see the
Custom tab of the Spelling Options window displayed.

6. Make sure the Advanced options check box in the bottom left-hand corner is selected and
then click on the Phonetics tab:

A% 0 % w
YA
CUSTOM SETTINGS AUTOMATIC HISTORY PHONETICS: L0G
Phonetic map
In use Syllable Replacement ~
A | ¥ a &0 uaher

[V abb ad

[V abbige abbage

[¥|  abe abbe

[V aber abour

[V &bl able
Phonetic map list box —— i isle

[¥|  lach atch, ash

[V  ack uct, aque, ct

[v  &cs acc

¥ adn and

v = af augh

[V afey tify

— v = aff augh v
Select to use all phonetics
* [
=2
Advanced options check box
—— Advanced options 0K Cancel

The phonetic replacements already present on the phonetic map are listed in the Phonetic
map list box.

7. Find the phonetic replacement for ‘no=know’ in the Phonetic map list box. When you typed
the word ‘noledge’ in step 1, the Spelling facility was able to use this phonetic replacement to
suggest the word ‘knowledge’ as a replacement word.

8. You can add new phonetic replacements if needed.

9. Click on the OK button to close the Spelling Options window.

Exercise 8 View your spelling log

When you use the Spell Checker it will keep a record of all the spelling mistakes made and the
corrections. To open the Spelling Log:

1. Click on the drop down list on the toolbar and select Spelling Options. You will see the
Custom tab of the Spelling Options window displayed.

2. Make sure the Advanced options check box in the bottom left-hand corner is selected and

then click on the Log tab:
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532

CUSTOM s

Spell log

P
Vi

AUTOMATIC

HISTORY PHONETICS

Log

Error
volcaneo
tectronic
iland
eraptions
distruction
volcaneo
tectronic
iland
iland
eraptions
distruction
volcaneo
tectronic
iland

<

¥

Auto add

Advanced options

Correction
volcano
tectonic
island
eruptions
destruction
volcano
tectonic
island
island
eruptions
destruction
volcano
tectonic
island

Error type
Consonant sounds
One extra letter
One extra letter
Phonetic

Phonetic
Consonant sounds
One extra letter
Phonetic

Phonetic

Phonetic

Phonetic
Consonant scunds
One extra letter
Phonetic

=

Print log

0K

20003720
20003720
20003720
20003720
20003720
20003720
20003720
2000320 v
>

£

Clear log

Cancel

You can see a record of all the words you have mis-spelt.

If you see a spelling error that you would like the Spelling facility to automatically change to
the correction listed in the Log tab, click on the correction and then click on the Auto add
button to add it to the Auto Correct file.

3. If you wish to have this log printed out click on the Print log button.

4. Click on OK to close the Spelling Options.

Learning Check List

Learning Outcome

Benefit/Suggested use

How to spell check a document.

How to use spell as | type.

How to add words to the
Custom Dictionary.

How to set the spelling settings.

How to use the auto correct.

How to review the spelling
suggestions.

How to add a phonetic
replacement.

How to view the spelling log.
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11. Predicting text

In this section you will learn how to:

e use the Prediction facility

e teach the Prediction new vocabulary

download prediction word banks

change the appearance and behaviour of the Prediction window
set up prediction speech options

learn vocabulary patterns

e set up phonetic replacements

e set the context level

e add additional word banks

e add individual words to the prediction.

In this exercise you will learn how to use the Word Prediction to help you finish sentences. It will

access a list of words that will complete the one that you are currently typing and will also try to
predict your next word as you finish typing a word.

W
1. Open a new blank document in Microsoft Word and then click on the button on the
toolbar to display the Prediction window.

2. Type the following text into your document and notice how the Prediction window is
predicting words for you to use:

This is an ex

3. When you type in the ‘ex’ you will see a list of words beginning with ‘ex’ displayed in the
Prediction window.

4. Click on ‘example’ in the Prediction window or press the appropriate function key on your
keyboard. The word is inserted into your document, followed by a space. The Prediction
window will then have another list of words for you to choose from.

There is also a useful feature that allows you to view dictionary definitions and homophones
in the Prediction window.

5. Beside the list of words in the Prediction window some of them have the following symbol

next to them: @ This indicates that the word is a homophone or confusing word.

6. If you are unsure what a word means. Hover your mouse over it and then click on the [j]
symbol.

7. You will see the Dictionary displayed. Something like this :
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°
AR - — - R PR
Search Advanced
® Al ou erb Ldjective () Adverb

1. Used when asking about a place, "Whers is the bathroom?”
2. Where' or ‘whereas’ can be used fo contrast two things, "He has to be
there, where she is not as badly n .
Displaying simple synonyms of ‘where’ (Speech Type: All) &

8. You can read the definition in the Dictionary meanings list box and decide if it is the word you

are looking for. Click on the button on the top right-hand corner of the Dictionary
window to close it.

9. Use the Prediction to write a few sentences and watch how the Prediction provides the type
of vocabulary you are likely to want to type.

0
10.Close Prediction by clicking on the button.

What else can you do:

e Add words to the prediction — Teaching the Prediction new vocabulary patterns.

e Download more words to use with prediction — Downloading prediction word banks.

e Change how the Prediction window looks and acts — Changing the prediction window.

e Have the suggested words read for you — Setting up prediction speech options.

e Learn vocabulary patterns from existing text — Learn vocabulary patterns.
e Add phonetic replacements — Setting up phonetic replacements.

e Set the context level — Set the context level.

e Add additional word banks — Applying prediction word banks.

e Adding individual words to the prediction word bank- Adding individual words to the

prediction word bank.

Further Exercises

Exercise 2 Teaching the Prediction new vocabulary patterns

In this exercise you will learn how to specify exactly how you want the Prediction facility to learn
vocabulary patterns to improve its predictions.

1. Type the following text into your document or select some text from one of your documents:

A volcano is a geological landform on the surface of the earth (and other planets) where
magma from the planet's interior erupts (or once erupted) to the surface. Roughly
defined, a volcano consists of a magma chamber, pipes and vents.
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i
2. Copy the text and then click on the drop down list and select Create prediction word
bank from the clipboard.

You will see the Create a new prediction word bank window displayed:

Please enter a new file name

L

Please enter a description for the new prediction file

Text used to form the new prediction file

4 volcano is & geological landform on the surface of the earth where magma
From the planet's interior erupts to the surface. Roughly defined. a volcano
consists of @ magma chamber, pipes and vents.

0K Cancel

3. Type the following details:
e File name — Volcano (if you have used your own text put in a file name relevant to it)

e Description — Volcano definition (if you have used your own text put in a description
relevant to it).

4. Click on the OK button.

A message box is displayed. It informs you that a new prediction word bank has been created
and saved in your User Setting’s folder. It is turned on and now available for use.

5. In a Word document start to type some of the words that you have just added and notice how
the prediction is predicting words based on that text.

Exercise 3 Downloading prediction word banks

In this exercise you will learn how to teach the Prediction facility new vocabulary patterns from word
banks downloaded from the Texthelp website.

=2 You must be online in order to download prediction word banks.

7
1. Click on the drop down list on the toolbar and select Download prediction word banks.

A list of the prediction files currently available for download is displayed in the Download
prediction word banks dialog box:
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' Downlcad pred

liction word banks

Search for prediction word banks a6
Search
Prediction files avaiable for download
Name Category Description
[] Astronomy Astronomy Astronomy
[] BloodSystem Biology Human Blood System
[] Earthquake Geography Earthquake vocabulary
[C] HumanSkeletalSystem  Biology Human Skeletal System
[ WaterCycle Geography Water Cycle vacabulary
Select All Clear All

2. If required, you can filter this list for a specific topic. To do this, enter the topic you want to
search for in the Search for prediction word banks text box and then click Search.

3. Select the check box beside one of the prediction word banks and then click Download.

4. When the download is shown as ‘Complete’, click on the Close button.

Words based on the topic you have downloaded will now be available when you use the

Prediction.

Exercise 4

Changing the Prediction window

In this exercise you will learn how to alter the appearance and behaviour of the prediction window.

0
1. Click on the drop down list on the toolbar and select Prediction Options.

You will see the Display tab of the Prediction Options window displayed:

Prediction window
behaviour section

DISPLAY SPEECH
Display settings
Prediction window display

Change Font - Background coler

Foreground coler

- Highlight color

Columns |1
Rows 12 v

Transparent Opaque

Prediction window behaviour

W Disply worcs lphbetcaly P
[] Follow the cursor during typing

[] Auto height adjust

Predict one word zhead v

'1‘ Spezk the word when clicked

(®) Insert the word when clicked

[] Advanced opticns QK Cancel

Colour palettes

Insert the word when
clicked radio button

2. Select ‘2’ from the Columns drop down list and ‘6’ from the Rows drop down list to specify the
amount of columns and rows with which you want to display the information in the Prediction

window.
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3. Click on the Color palettes and select the colours you want to use for the background, text and
highlighting colours in the Prediction window. Make sure you don’t pick colours that clash
because this will make it hard to read.

4. Click on the Change Font button and select a font size of 20.

5. Select from the check boxes in the Prediction window behaviour section which you would like
to turn on/off.

e Display words alphabetically- instructs the system to list the words in the Prediction
window alphabetically.

o Follow the cursor during typing — instructs the system to have the Prediction window
follow where the cursor goes.

e Auto height adjust — instructs the system to have the Prediction window change size
depending on the amount of words appearing.

e Predict one word ahead — instructs the system to predict a word ahead.

e Insert a space after predictions — instructs the system to automatically insert a space after
a word when it is inserted.

o Display dictionary buttons — allows you to find the definition of words suggested in the
Prediction window.

o Indicate words that are homophones — instructs the system to list words that are
homophones in the Prediction window.

6. Click on the OK button.

e
7. Click on the button and as you start to use the word prediction again you will see the
changes you have made.

Exercise 5 Setting up prediction speech options

In this exercise you will learn how to get the system to read aloud words from the Prediction
window.

=
1. Click on the drop down list on the toolbar and select Prediction Options.

2. You will see the Display tab of the Prediction Options window displayed:
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DisPUAY SPEEGH
Display settings

Prediction window display

Change Font - Background color

Columns [1 v Foreground calor

Rows  [12 w | Hishliahtcolor

Transparent Opagque

Prediction window behaviour

W] Display words alphabetically ~

[ Follow the cursor during typing
9] Predict one word shead v Speak the word when
() Speak the word when clicked clicked radio button

@ Insert the word when clicked

[] Advanced options oK Cancel

3. Select the Speak the word when clicked option.

4. Click on OK.

7
5. Return to your Word document. Click on the button.

6. Start to type into your document. Click on a word being suggested in the Prediction window.
It will be read to you.

7. Use the Function buttons to insert the word.

7
8. Close Prediction by clicking on the button.

This is one way of having the words read in the Prediction panel. There are 2 others:

T
9. Click on the drop down list on the toolbar and select Prediction Options.
You will see the Display tab of the Prediction Options window displayed.
10.Select the Insert the word when clicked option.

11. Click on the Speech tab:
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Speak when mouse pointer hovers over Spealk predicton It e setting

DISPLAY SPEECH

Speech seftings

[] Speak when mouse pointer hovers aver word

word check box

Speak complete prediction list settings

Automatically speak the list of

| [] Automatically spezk the list of predicted words
predicted words check box 9| Loop back to the first word aher all predictions are spoke
Vlait time pericd before starting 1secs Wait time period before
starting track bar

Pause time period between words 229 secs

Foreground color of word when speaking list

[ ] Background color of word when speaking list

[] Advanced options 0K Cancel

12.Select the Speak when mouse pointer hovers over word check box to specify that you want
the Prediction facility to speak a word when you hover your mouse over it in the Prediction
window.

13.Click on the OK button to save the settings and to close the window.

0
14.Click on the button on the toolbar to display the Prediction window.

15. Start typing into your document. You will see a list of words displayed in the Prediction
window. Hover your mouse over each word to hear it read aloud.

7
16.Close Prediction by clicking on the button.

17.Return to the Speech tab of the Prediction Options and turn off the Speak when mouse
pointer hovers over the word option.

18.Select the Automatically speak the list of predicted words check box to specify that you want
the Prediction facility to speak each word in the Prediction window.

19.Drag and drop the Wait time period before starting track bar until it reaches 2 seconds to
specify that you want the Prediction facility to wait 2 seconds before reading the words aloud.

20.Click on the OK button to save the settings and to close the window.
21.Return to your Microsoft Word document and then click on the button on the toolbar to
display the Prediction window.

22.Start typing into your document. You will see a list of words displayed in the Prediction

window. When you stop typing, the Prediction facility waits for 2 seconds and then starts to
read aloud each of the words.

7
23.Close the Prediction window by clicking on the button.
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24.0pen the Speech tab of the Prediction Options window again and de-select the Automatically
speak the list of predicted words check box to stop the Prediction facility from automatically
reading words aloud from the Prediction window.

From these 3 options you can choose which one you prefer to use.

Exercise 6 Learn vocabulary patterns

In this exercise you will learn how to specify exactly how you want the Prediction facility to learn
vocabulary patterns to improve its predictions.

Before you begin this exercise, make sure you have a text file containing a comprehensive list of
words and phrases, saved on your computer.

0
1. Click on the drop down list on the toolbar and select Prediction Options.
You will see the Display tab of the Prediction Options window displayed.
2. Select the Advanced options check box in the bottom left-hand corner of the window.

3. Click on the Learning tab:

00 F 9 NN

DISPLAY SPEECH LEARNING PHONETICS CONTEXT EDITLIST

Leaming seftings

Word leaming settings

Spell check each word before learning

Lutomatically learn 2s | type

Leam custom predictions

Learn vocabulary patterns from a plain text file

| =
||
File

Learn vocabulary patterns from the clipboard
Clipboard

Learning status: Idle

Advanced options
——F=F] Advanced options 0K Cancel

check box

4. Click on the File button.

You will see the Open window displayed.
5. Select a file with a "*.txt' file extension and click on the Open button.
6. Click on the OK button in the Learning tab.

The words and phrases in the text file will now be used by the Prediction facility to provide
you with a list of possible words and phrases with which you can finish sentences as you type.
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The Prediction facility can also learn words that you have copied to the clipboard. To do this,
you simply click on the Clipboard button in the Learning tab.

Exercise 7 Setting up phonetic replacements

In this exercise you will learn how to set up phonetic replacements which will be used in the
Prediction facility. Sometimes people make the mistake of spelling words phonetically. For example,
typing ‘fone’ instead of ‘phone’. Read&Write 11 Gold's phonetic prediction can use phonetic
mappings to help suggest the words that you are trying to spell.

1
1. Click on the button on the toolbar. You will see the Prediction window displayed.

2. Type the letters foto into your document. Note how you are also given predictions beginning
with ‘ph’, e.g. ‘photo’.

3. Close the Prediction window.

0
4. Click on the drop down list on the toolbar and select Prediction Options.

You will see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then click on the

Phonetics tab:

o ¢ NN

DISPLAY SPEECH LEARNING PHONETICS CONTEXT EDITLIST.
Phonetic settings

Phonetic use setting

Predict words using the phonetic replacements listed below

Phonetic map

In use Syllable | Replacement ~
af augh

[v
| psych
¥ {0 pho
Phonetic map list box LA edge
¥ ke cho
v e ele
[V new peu
[v  sick syc v
Select to use all phonetics
New Save Delete
Advanced options
- [w] Advanced options oK Cancel

check box

The phonetic replacements already present on the phonetic map are listed in the Phonetic

map list box.

5. Find the phonetic replacement for ‘fo=pho’ in the Phonetic map list box. When you typed the
word ‘foto’ in step 2, the Prediction facility was able to use this phonetic replacement to
suggest words beginning with ‘photo’ as replacement words.

6. This is where you can add additional replacements by clicking on New.
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7. Click on the OK button to close the Prediction Options window.

= The Prediction facility will only provide you with a list of predictions using phonetic
replacements if you have set the context level to ‘More suggestions’ in the Context tab.

Exercise 8 Setting up the prediction context level

In this exercise you will learn how to set the context level of predictions. This means that the
Prediction facility will suggest words based on probability and/or accuracy depending on which level

is set.

+

(5

1. Click on the i drop down list on the toolbar and select Prediction Options.

You will see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then click on the
Context tab:

Fs

 |mp |mm| | | 2%

i Y n N
DFLAT SPEECH LermrE] | [FRONETIS] | RO | DT L)
Context settings

Prediction context sensitivity

] Context track bar

-

Mere suggestions Medium Better context
(Note, better context will have less suggestions)

Show context sensitivity accuracy using indicators &

Prediction word banks

Inuse | Word banks -

[~ Adult(US)
[ Applied sciences (US)
I Arts (US)
[ Basic Words (US)
I Beliefs (US) -
There are currently 146016 phrases in your dictionary
Advanced options
— Advanced options OK Cancel

check box

2. Drag the Context track bar from ‘More suggestions’ to ‘Better context’ and then click on the
OK button.

+

3

3. Click on the i button and then type the following text into your document. Keep an eye on
what predictions are offered in the Prediction window:

The volcano erupted causing major damage.
4. Open the Context tab of the Prediction Options window again.

5. Drag the Context track bar from ‘Better context’ back to ‘More suggestions’ and then click on
the OK button.

6. Re-type the text into your document. Watch what predictions are now offered in the
Prediction window.
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There is a stark contrast between ‘More suggestions’, the majority of which appear with a
black triangle, and ‘Better context’ which appear with a green circle. With ‘Better context’
there are fewer words predicted but they are more accurate. Choose which setting best suits

you.

7. Click on the [X] button on the top right-hand corner of the Prediction window to close it.

Exercise 9 Adding prediction word banks

In this exercise you will learn how to add the prediction word banks you have created or
downloaded. This means that the Prediction facility will suggest words based on the word banks you

have chosen to use.

7
1. Click on the drop down list on the toolbar and select Prediction Options.

You will see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then click on the

Context tab:

¥ AN

DISPLAY SPEECH LEARNING PHONETICS CONTEXT EDITLIST
Context settings

Prediction context sensitivity

&~

More suggestions Medium Better context
(Mote, better context will have less suggestions)

Show context senzitivity accuracy using indicators &

Prediction word banks

Inuse Wiord banks -~
(1) Essential English 2012

(2) Additional English 2012

(2) Advanced English 2012

Adult (UK)

Lpplied sciences (UK) w

T1T1RA

There are currently 1148329 phrases in your dictionary

Advanced options
check box — T sdvanced options oK Cancel

2. Click on the check box beside Applied sciences in the Prediction word banks section.

This will ensure that all words and phrases in the Applied sciences prediction word bank are
added to the Prediction facility.

3. Scroll down the list of Prediction word banks until you see the ‘Volcano’ word bank. This is the
word bank you added in Exercise 2. Notice how the check box is already selected. This is
because user-created word banks are automatically selected for use.

4. Right-click on the ‘Volcano’ word bank and select the Preview word bank option from the

menu that appears.
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T2 You can only preview words in word banks that you have downloaded or user-created word
banks.

A separate window is displayed which lists all of the words and phrases in the Word Bank. You
can search the word bank for a particular word or phrase by typing directly into the Search
word bank field. The list is automatically filtered as you type.

5. Click Close to close this window and return to the Context tab.

6. Click OK to close the Prediction Options.

Exercise 10  Adding individual words to the prediction word bank

In this exercise you will learn how to add words to the prediction database. This means that when
you next use the Prediction window, it will suggest words based on the words you have added.

3
1. Click on the drop down list on the toolbar and select Prediction Options.

You will see the Display tab of the Prediction Options window displayed. Make sure the
Advanced options check box in the bottom left-hand corner is selected and then click on the
Edit Lists tab:

Prediction Options “

N N

DISPLAY SPEECH LEARNING PHONETICS COMTEXT EDITLIST

Edit customised predictions

Custom prediction file radio Prediction database All prediction files radio
button (®) Custom prediction file Ii‘ All prediction files button
Prediction phrases
Search for Phrases Search for phrases containing ﬁ
containing text box Search
Prediction phrase Containing file N

Phrase search
results list box

S W B | *

New Del all

Advanced options

[+] Advanced options oK Cancel

check box

2. Select the All prediction files radio button to specify that you want to search for a phrase in all
available prediction databases.

3. Type the word dead into the Search for phrases starting with text box and then click on the
Search button. You will see a list of all the phrases containing the word ‘dead’ displayed in the
Phrase search results list box.

You will notice that the phrase ‘dead quiet’ is not listed. To add this phrase to the list:

4. Select the Custom prediction file radio button and then click on the New button. You will see
the Add a new word or phrase window displayed.
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5. You must select the Other radio button because the phrase ‘dead quiet’ is an adjective. You
will see a second Add a new word or phrase window displayed:

New word or phrase to New ward or phrass o add
add text box T [dead qute ) Verb () Noun @) Other

Add a single word

Other radio button

Enter some THREE word phrases of the word
being used in context. Your word should NOT
be at the beginning of these three phrases.

It was dead quiet
Phrases text boxes She is dead quiet

They were dead quite]

oK Cancel

6. Type the phrase dead quiet into the New word or phrase to add text box and then type the
following text into the first three Phrases text boxes:

e [t was dead quiet
e Sheis dead quiet
o They were dead quiet.
7. Click on the OK button in both the Add a new word or phrase window and the Prediction

Options window.

7
8. Click on the button and then type the following text into your document followed by a
space: It was dead. Keep an eye on the Prediction window. You will see the word ‘quiet’ listed.
Click on ‘quiet’ or use the appropriate function key to insert it into your document.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to use Word Prediction.

How to teach the Prediction
new vocabulary.

How to download Prediction
word banks.

How to change the Prediction
window.

How to set up the speech
options.

How to learn vocabulary
patterns.

How to set up a phonetic
replacement.

How to set the context level.

How to add additional word
banks.

How to add words to the Word
Prediction.
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12. Using the Dictionaries

In this section you will learn how to:

use the Basic dictionary

use the Advanced dictionary
use the Web dictionary

use the Picture dictionary.

Type the following text onto a new line in your document:

The earth revolves around the sun.

In this exercise you will learn how to use the dictionary to find basic definitions.

RA
1. Click on the drop down list on the toolbar and select Basic Dictionary.

2. Highlight the word ‘earth’.

AR
3. Click on the button.

You will see the Dictionary - Basic Definitions window displayed:

cA2m (BRI 8

® a1 () Noun

1. The planet that we live on, "Earth is very pretty from space.”
2. The ground, "The earth shook when the plane landed.”

3. The soil. sand. small stones, elfc. that plants grow in, "He planted the
seeds in the meist earth.”

Dictionary meanings
list box

Displaying simple synonyms of ‘sarth’ {Speech Type: Al &
=

You will see a list of definitions for the word ‘earth’ displayed in the Dictionary meanings list

box.

4. Click on the first definition and then click on the u button on the Read&Write 11 Gold
toolbar to hear it read aloud.

5. To close the Dictionary - Basic Definitions window, click on the button on the top right-
hand corner of the window.
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If you use more complex words you may prefer to use the Advanced Dictionary. To use this:

L]
1. Click on the drop down list on the toolbar and select Advanced Definitions.

2. Highlight the word ‘earth’ in your text.

L]
3. Click on the button.

You will see the Dictionary - Advanced Definitions window displayed. The word ‘earth’ is
displayed in the Original word text box:

- -
B

[OF} ) Moun ) Verb

1. The 3rd planet from the sun: the planet we live on; “the Earth moves ~
lzround the sun”; “he sailed around the werld”

2. The loose soft material that makes up a large part of the land surface:
"they dug into the earth outside the church™

13. The solid part of the earth's surface: "the plane turned away from the sea
land moved back over land™; "the earth shook for several minutes”: "he
dropped the logs on the ground”

4. The abode of mortals (as contrasted with Heaven or Hell); it was hell on
earth”

5. Once thought ko be one of four elements composing the universe
(Empedocles)

6. Hide in the earth like a hunted animal

Displaying simple synonyms of earth’ (Speech Type: All)

Notice that these are more advanced definitions.

You can use the Advanced search to look for alternative words similar to a Thesaurus. To do
this:

4. Click on the Advanced button and select Words related to ‘earth’ from the popup menu. You
will see a list of definitions for the word ‘earth’ in the Dictionary meanings list box.

’

5. Click on the definition that begins with ‘The 3™ planet from the sun....".

6. Click on the word ‘world’ in the Inflections/Synonyms list box and then click on the n
button on the Read&Write 11 Gold toolbar to hear it read aloud.

7. Click on the Change button to replace the word ‘earth” with the word ‘world’ in your text.

In this exercise you will learn how to use Read&Write 11 Gold to find definitions on the Internet. To
do this:

RA
1. Click on the drop down list on the toolbar and select Web Definitions. From now on the
Web Definitions Dictionary will be displayed when you use the dictionary.
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2. Highlight the word ‘world’ in your text.

AR
3. Click on the button.

The Web Dictionary will be displayed.

4. You will be able to use Read the web option to have the definitions read to you.

5. Click on the m button on the top right-hand corner of the window when you have finished
viewing this page.

In this exercise you will learn how to use the Picture Dictionary to find graphical representations of
words.

= You must be online in order to use the Picture Dictionary.

L]
1. Click on the button. Highlight the word ‘world’.
You will see the Picture Dictionary window displayed:

Picture Diction...
Search

world

A vord world hyperlink

2. Highlight the word ‘revolve’ in your document.
The Picture Dictionary window displays a picture representing the word revolve.

3. Click on the ‘revolve’ hyperlink. This will open the dictionary.

= The Picture Dictionary will use which ever dictionary you have currently selected from the

[ [ ]
drop down list, i.e. Basic, Advanced or Web Definitions.
Definitions for the word ‘revolve’ are listed.

4. Close the Dictionary.

=2 You can highlight words in any of the Read&Write 11 Gold facilities to display pictures in the
Picture Dictionary window.
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5. Click on the X button on the top right-hand corner of the Picture Dictionary window to close
it.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the basic dictionary.

How to use the advanced
dictionary.

How to use the web dictionary.

How to use the picture
dictionary.

Page 63



13. Using the Word Wizard

In this section you will learn how to:
e use the Word Wizard to find alternative words (like a Thesaurus).

In this exercise you will learn how to use the Word Wizard to search for alternative words.

textHeLp
To complete this exercise, click on the button until you can see the All Features toolbar. The

tooltip for this button will help you identify the toolbar you need.

1. Type volcano onto a new line in your document and then highlight it.

2. Click on the u button on the toolbar.
You will see the first window in the Word Wizard, which displays the highlighted word.

3. Click on the Next button. You will see the next window in the Word Wizard. All the results

can be read by clicking on them then the n button.

4. Select the first sense (1), i.e. Vent, Volcano ‘A fissure in the earth’s crust (or in the surface of
some other planet) through which molten lava and gases erupt’. Click on the Next button.
You will see the next window in the Word Wizard.

5. Select the Words related to ‘volcano’ radio button and then click on the Next button. You will
see the next window:

1. Crack, Cleft, Crevice, Fissure, Scissure
A long namow opening

2. Chap
Acrack in a lip caused ususlly by cold

Synonyms
3. Crevasse .
Related words or A deep fissure list box
4 Fatigue crack
phrases A crack in metal resulting from metal fatigue

list box 5. Fault, Faulting. Geclogical fault. Shift.
Fracture, Break

(Geology) a crack in the earth's crust resulting
from the displacement of one side with respect
to the other; "they built it right over a geclogical
fault™, "he studied the faulting of the earth'sl Various word meanings h

X

Cancel

6. Click on the first phrase (1) in the Related words or phrases list box, i.e. ‘Crack, Cleft, Crevice,
Fissure, Scissure. You can view a list of related synonyms displayed in the Synonyms list box.

7. Select “fissure’ from the Synonym list box and then click on the Change button.
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‘fissure’ replaces the word ‘volcano’ in your text.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the Word Wizard.
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14. Using the Sounds Like & Confusable Words facility

In this section you will learn how to:
e use the Sounds Like and Confusable Words button to identify and correct words that sound
similar or which may be confused with others

e add additional confusing words
e return always ignored homophones to the list.

Type the following text into a blank Microsoft Word document:

A magma chamber is were magma from deep within the planet gathers. Pipes allow the
larva too get threw to the surface.

In this exercise you will learn how to identify sounds like (homophones) and confusable words in
your document to help you ensure you have typed the correct word.

q
1. Click anywhere in the text you have just typed then click on the button on the toolbar.
You will see the Same Sounding Words window displayed:

35

A magma chamber is were magma from deep within the planet
gathers.
wear Past tense of doing something, "We were
working hard all day™
where Word meanin
Homophones whim st box 9
list box

Maove to next homophone after this check

-~ 4 QO

Ignare Always |gnore Change Options

"

The first homophone or confusable word in the text is displayed, i.e. ‘were’.

The homophones and confusable words in your text are highlighted in blue. The homophones
are ‘were’, ‘the’, ‘too’, ‘threw’ and ‘to’. The confusing words in the sentence are ‘within’ and
‘larva’.
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9.

Make sure the word ‘were’ is selected in the Homophones list box and read the definition in
the Word meaning list box. To hear it read aloud, click on the definition and then click on the

u button on the toolbar. This is not the correct word.

. Click on the word ‘where’ in the Homophones list box and read the definition in the Word

meaning list box. To hear it read aloud, click on the definition and then click on the u
button on the toolbar. This is the correct word.

. Click on the Change button. The word ‘were’ is replaced in your document by the word

‘Where’.

The Same Sounding Words window moves on to the next homophone or confusable word in
the sentence, which is ‘within’.

. This is the correct word. Click on the Ignore button.

The Same Sounding Words window moves on to the next homophone or confusable word,
which is ‘the’.

This is the correct word. Click on the Always Ignore button. This means that the word ‘the’
and all its associated homophones will be ignored from now on.

You can return words that you have decided to Always Ignore. How to do this is explained in
Exercise 3 Returning Always Ignore words

The Same Sounding Words window moves on to the next homophone or confusable word,
which is ‘larva’.

Select ‘lava’ from the Homophones list box as this is the correct word.
Click on the Change button.

The Same Sounding Words window moves on to the next homophone or confusable word,
which is ‘too’.

Select ‘to’ from the Homophones list box as this is the correct word.

10.Click on the Change button.

The Same Sounding Words window moves on to the next homophone or confusable word,
which is ‘threw’.

11.Select the word ‘through’ which is the correct word. Click on the Change button.

The Same Sounding Words window moves on to the next homophone or confusable word,
which is ‘to’.

12.This is the correct word. Click on the Always Ignore button. This means that the word ‘to’ and

all its associated homophones will be ignored from now on.
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13.The Same Sounding Words panel closes. Your text should now be like this:

A magma chamber is where magma from deep within the planet gathers. Pipes
allow the lava to get through to the surface.

What else can you do:

e Add other words that you get confused with — Adding additional confusing words.
e Return always ignored words to the Sounds Like and Confusable Words — Returning Always

Ignored words.
Further Exercises
Exercise 2 Adding additional confusing words

If there are other words which you get confused with which are not in the Sounds Like and
Confusable words facility you can add them.

q
1. Click on the drop down list on the toolbar and select Edit Homophones.

The Similar tab of the General Options window is displayed:
8 9 .

DISPLAY HOTKEYS SIMILAR AUTOTEXT

Homophone settings
Homophone English version Homophone database
() Awstralian (®) All homophones
(®) UK/ Canadian () Basic homophones
Ous

Homophone groups
Search for 2 homophane

Search for a )
homophone box [#] Include confussble words Search
Meaning column
s 5] €
Il Homophone highlight color in MS Word Reset ignare list
oK Cancel

2. Insert the cursor in the Search for a homophone box and type ‘concave’. Click on the Search
button.

3. A message box is displayed saying that ‘concave’ cannot be found in the homophones
database and asks if you wish to add a new homophone group. Click on the Yes button.

4. Insert the cursor in the left meaning column and type ‘concave’. In the right column type

‘curving inward’.

5. Insert the cursor in the next line of the left meaning column and type ‘convex’. In the right

column type ‘curving outward’.
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6. Click on the Save button.

7. A message box is displayed asking you if you are sure you want to save this group and make a
permanent change. Click on the Yes button to save the change.

8. The Same Sounding Words window is re-displayed:

5

DISPLAY HOTKEYS SIMILAR AUTOTEXT
Homophone settings

Homophone English version Homophone database
() Australian (®) All homophones
(@ UK/ Canadian () Basic homophones
Ous

Homophone groups
Search for a homophone

concave ﬂ
Include confusable words Search
\word Mezning ~
concave  curving inward
convex  curving outward|
v
] ) €
Save Del word Del group

Il Homophone highlight color in MS Ward Reset ignore list

0OK Cancel

9. Click on the OK button to close the General Options window.
10.Type the following text into a blank Microsoft Word document:
The surface of the water droplet was convex.
11. Use the button to check if this is correct.

Exercise 3 Returning Always Ignored words

In Exercise 1 words were excluded from the Sounds Like and Confusable words feature using the
Always Ignore button. You may wish to add these words back. To do this:

3)
1. Click on the drop down list on the toolbar and select Edit Homophones.

2. The Similar tab of the General Options window is displayed:
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DISPLAY HOTKEYS SIMILAR
Homophene settings

Homophane English version Homophone daiabase
@ All homophanes
() Basic homophones

Homophone groups
Search for a homophone

Include confusable words Search
] ) €

Reset ignore list

Il Homophone highlisht color in MS \word Reset ignore list

0K Cancel

3. Click on Reset ignore list. The Stop Ignoring Homophones and Confusing Words panel
appears:

i
Tick the word that should not be ignored

[]the
[1too

e

4. Click on the check boxes beside ‘the’ and ‘too’.
5. Click on OK to close the window.
6. Click on the OK button to close the General Options window.

The words ‘the’ and ‘too’ have now been added back to the Sounds Like and Confusable

Words feature.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to identify same sounding
and confusing words.

How to add additional
confusing words.

How to return Always Ignored
words.
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15. Using the Verb Checker

In this section you will learn how to:

e use the Verb Checker.

Type the following text into a blank Microsoft Word document:

I seen a volcano erupt.

In this exercise you will learn how to use the Verb Checker to search for verb conjugations of the
word ‘seen’ so that you can make sure you are using the correct tense in your document.

1. Select the word ‘seen’.

2. Click on the button on the toolbar. You will see the Verb Checker window displayed:

Enter the verb you wish to check.

Enter verb 1o lookup. L]

Vv x

Verb: [seen |

() Is this in the past?

(@) Is this in the present?

() Is this in the future?

Verb ‘seen’ selected. Select tense L]
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. . . . A .
4. Select the Is this in the past? radio button and then click on the| = |button. You will see
the third step of the Verb Checker displayed:

Werb: |seen
Past Fast Continuous
‘I saw’ option | saw. | was seeing.

You saw. You were seeing.
He, she, it saw. He, she, it was seeing.
We saw. (We were sesing.
You saw fou were seeing
They saw. I They were seeing.
Past Perfact Past Perfect Continuous
lhad seen. I had been seeing.
You had seen You had been seeing
He, she, it had seen He, she, it had been sesing
'We had seen. 'We had been seeing.
"You had seen "fou had been seeing
They had seen. They had been seeing.

]

- 45 x
Back Change Cancel
Digplaying results for ‘seen’. &
—

The verb is shown in sentence format preceded by different personal pronouns, i.e.

I, you (singular), he, she, we, you (plural) and they. Variations of these sentences are shown in
the past tense.

5. Place your cursor in the sentence ‘I saw’ in the Past list box.

6. Click on the u button on the toolbar to hear the sentence read aloud. This is the correct
verb.

42

7. Clickonthe! === button in the Verb Checker window.
The word ‘seen’ is replaced with ‘saw’. This has corrected your text.

8. Close the document.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the Verb Checker.
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16. Using the Read&Write 11 Gold Calculators

In this section you will learn how to:

e use the Standard Calculator

e use the Scientific Calculator

e evaluate calculations in a document
e convert values in a document.

In this exercise, you will learn how to use the Standard Calculator.

1. Click on the drop down list on the toolbar and select Standard Calculator.
You will see the Standard Calculator window displayed.

2. Click on the following buttons: 5+9 +4 =

= If you click on the wrong button you can undo your last action by clicking on the Undo button.
If required, you can click on this button several times if you decide that you want to undo
several actions.

The system calculates the sum and then reads it aloud. Your calculator should look similar to
this:

File Edit View Speech

Input Display " T
| o] o] o] ] =]
L0 A A N T
L] o2 s -]
I | = =

= Equaks Hem:
—— —

—— Audit Trail

3. Click on the C (clear all values) button. To clear the sum.
4. Have the following options turned on in the Speech menu:
e Speak on Click
e Confirm on Equals (this should already be switched on).
5. Complete the following using the View menu:

e select Background Color, then select a colour from the colour palette, and then click on the
OK button
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e select Foreground Color, then select a colour from the colour palette, and then click on the
OK button

e point your cursor over Button Colors, select Number Color from the popup menu, then
select a colour from the colour palette and then click on the OK button

6. Notice how the calculator now has the colours you have set up.
7. Click on the following buttons: 55 + 7 + 50 =

8. Notice how the buttons are spoken when you click on them and the whole sum is read when
you click on the = button.

9. Click on the button on the top right-hand corner to close the Standard Calculator.

In this exercise, you will learn how to use the Scientific Calculator.

1. Click on the drop down list on the toolbar and select Scientific Calculator.

You will see the Scientific Calculator window displayed.

File Edit View Speech

input Display | N I
Mi]cmymil @0ee OHex 002t @Deg ORad Orad &ﬁliﬁkl
el ) ) =
e e Y
S e Y
e I Y
T e O

R
S

2. Click on the following buttons: 55 + 7 + 50 =
The answer to the calculation is displayed.

3. Click on the C button to clear the Input Display.

4. Click on the button on the top right-hand corner to close the Scientific Calculator.

In this short exercise, you will learn how to convert values in your document. In this example you are
going to convert a value in centimetres to inches.

1. Type the following into your Microsoft Word document: 167.

2. Highlight the figure in your document.
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3. Click on the drop down list on the toolbar, point your cursor over Convert, then Length,
then centimeters, and then select to inches as shown here:

@  Standard Calculator

Scientific Calculator

Evaluate in Document

Convert Length millimeters

Mass centimeters to millimeters

Velocity
Time

meters to meters

Temperature inches to inches

Volume feet to feet

yards to yards

»
»
>

kilometers > to kilometers
»
»
»
>

miles to miles

The figure in your document is replaced by the inches equivalent (65.7480336).

What else can you do:

e Use variables and Constants — Using Variables and Constants.

e Complete your sum in your document — Evaluating calculations within documents.

Further Exercises

Exercise 4 Using Variables and Constants

1. Click on the drop down list on the toolbar and select Scientific Calculator.

2. Click on the View menu and select Variables and Constants to display the Stored Constants
and Variables window :

Enter pour variables and constants

Your constants are valid

Save

3. Type vat=0.20 into the space provided and then click on the Save button.

4. Click on the button on the top right-hand corner to close the Calculator.

You will see this variable being used in the next exercise.

Exercise 5 Evaluating calculations within documents

In this exercise, you will learn how to evaluate calculations in your document without having to
access the calculators.

1. Type the following into your Microsoft Word document: 50.00*vat
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2. Highlight the sum in your document and then click on the drop down list on the toolbar
and select Evaluate in Document.

The answer is inserted after the calculation.

3. Type the following into your Microsoft Word document: 128-5

= Notice you do not put in the = sign.

4. Highlight the sum in your document and then click on the drop down list on the toolbar
and select Evaluate in Document.

The answer is inserted after the calculation.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the Standard
Calculator.

How to use the Scientific
Calculator.

How to convert values.

How to add variables and
constants.

How to evaluate in document.
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17. Using the Scanning facility

In this section you will learn how to:

e scan a page to PDF, Word, HTML and ePub
e scan single documents

scan multiple documents

scan a file

scan from a digital camera

create a style sheet for HTML.

T To complete this section, you must ensure that you have set up your scanner correctly and
have two A4 coloured documents containing text and pictures.

In this exercise you will learn how to perform a scan into Microsoft Word, Internet Explorer , Adobe
Reader or ePub.

1. Place a page into your scanner.

2. Click on the drop down list and make sure Scan to PDF is selected. You will know that it
has been selected if you can see a dot beside it:

® Scan ko PDF

3. Click on the button on the toolbar.

4. You will see the Scan multiple pages window:

Countdown Multipage Scanning

Countdown start number & Scanning in : 6

Prompt Multipage Scanning

[ Scan ] l Finished Scanning

Readtwirite Scanning Windows
[V] Always on top

Cancel

5. Click on Scan.

6. Once the scan is complete click on Finished Scanning.
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9.

. You will see the Save As window displayed.

Type My Scan to PDF in the File Name field, locate a file in which to save the scan, and then
click on the Save button.

The Scanning facility scans your document. When the scan has completed, you will see the
scanned image displayed. From here you can use PDFaloud to read the document.

This type of scan is recommended if you simply wish to scan a document and have it read.
Scanning into PDF provides a ‘near’ picture image of the original document.

Click on the E drop down list and select Scan to Word.

10.Click on the E button on the toolbar.

11.You will see the Scan multiple pages window:

Countdown Multipage Scanning

Countdown start number & Scanning in : 6

Prompt Multipage Scanning

Scan ] [ Finished Scanning

Readtwrite Scanning Windows

[V] Always on top

Cancel

12.Click on Scan.

13.0nce the scan is complete click on Finished Scanning.

You will see the Save As window displayed.

14.Type My Scan to Word in the File Name field, locate a file in which to save the scan, and then

click on the Save button.

The Scanning facility scans your document. When the scan has completed, you will see the
scanned image displayed in Microsoft Word.

This type of scan is recommended if you want to edit the scanned document.

15.Click on the E drop down list and select Scan to HTML.

16.Click on the button on the toolbar.
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17.You will see the Scan multiple pages window:

Countdown Multipage Scanning

Countdown start number | 6 Scanning in : 6

Prompt Multipage Scanning

[ Scan ] l Finished Scanning

Readtwrite Scanning Windows

[V] Always on top

Cancel

18.Click on Scan.
19.0nce the scan is complete click on Finished Scanning.

You will see the Save As window displayed.

20.Type My Scan to HTML in the File Name field, locate a file in which to save the scan, and then

click on the Save button.

The Scanning facility scans your document. When the scan has completed, you will see the

scanned image displayed in Internet Explorer.

This type of scan is recommended if you want to display the document using your own choice

of coloured fonts and backgrounds. Instructions on how to change fonts and backgrounds is

explained in Exercise 7 Scanning to HTML.

21.Click on the E drop down list and select Scan to ePub.

22.Click on the button on the toolbar.

23.You will see the Scan multiple pages window:
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Countdown Multipage Scanning

Countdown start number & Scanning in : 6

Prompt Multipage Scanning

[ Scan ] [ Finished Scanning

Readtwrite Scanning Windows
[V] Always on top

Cancel

24.Click on Scan.
25.0nce the scan is complete click on Finished Scanning.
You will see the Save As window displayed.

26.Type My Scan to ePub in the File Name field, locate a file in which to save the scan, and then
click on the Save button.

The Scanning facility scans your document. When the scan has completed, you see the

scanned image displayed as an ePub.

This type of scan is recommended if you want to read the scanned document using an ePub
reader.

27.Click on the drop down list and select the format that you would prefer to scan to.

In this exercise you will learn how to set up the scanner options and scan single documents.

1. Click on the drop down list on the toolbar and select Scanning Options.

You will see the Options tab of the Scanner Settings window displayed:
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w
...... Semons i auteut
Seanner | CanoScan LiDE 100 v
Image Aquisition Settings
Hide your scsnners configurstion dislogs
Image Resolution { | image Resolution Wutiage Seings .
. ® 20001 O Single pages Multipage
section 1 600 DFI @® Multiple pages (with prompt) . )
L Color Settings ) Multiple pages (countdowin) Settings section
() Menechrome: s (using ADF
) Grayscale Ena

(@) Full color 6 Countdawn

Image Capture Settings

Brightness

[ Ao

Contrast

0K Cancel

2. Select the 600 DPI radio button from the Image Resolution section. This will provide the best
quality scan.

3. Select the Single pages radio button from the Multipage Settings section.

4. Click on the OK button to save your settings.

||
5. Place a single page into your scanner and then click on the drop down list on the toolbar
and select Scan to Word.

[ |
6. Click on the button.

You will see the Save As window displayed.

7. Type My Single Scan to Word in the File Name field, locate a file in which to save the scan,
and then click on the Save button.

8. Your page is scanned and automatically opened in Microsoft Word.

In this exercise you will learn how to alter scanning multiple documents.

| |
1. Click on the drop down list on the toolbar and select Scanning Options.

2. You will see the Options tab:
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Scanner | CanoScan LiDE 100 v
Image Aquistion Settings
Hide your scanners configuration dialogs

Image Resolution Mutipage Settings

(® 300 DFI () Single pages
() 600 DPI (@) Multiple pages (with prompt) .
Multiple pages

Color Settings () Multiple pages

() Menechrome

(countdown)

O Grayscale Enab

@) Full color 6 Countdown

Image Capture Settings
Brightness

[ Ao

Contrast

0K Cancel

3. Select the Multiple pages (countdown) radio button from the Multipage Settings section.
Type 20 in the Countdown text box.

4. Click on the OK button to save your settings.

[ |
5. Click on the button.

6. You will see the Scan multiple pages window:
7. Click on Scan.

8. Your page is scanned and then you will see a 60 second countdown displayed. This means you
have 60 seconds before your next page will be scanned.

9. Place another page into your scanner.

Read&Write 11 Gold will automatically scan this page 20 seconds after the first page has been
scanned.

10.0nce the scan is complete click on Finished Scanning.
You will see the Save As window displayed.

11.Type My Multiple Scan to Word in the File Name field, locate a file in which to save the scan
then click on Save.

You can also scan from a saved image file on your computer.
1. Click on the M=l drop down list on the toolbar and select Scan to PDF.

||
2. Click on the drop down list and select Scan from File.
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3. Click on the B button.

You will see the Save As window displayed.
4. Type My File Scan to PDF in the File Name field, locate a file in which to save the scan.
5. The Open files window is displayed.

6. Browse to the location where you store your images, select the image and then click on the
Open button. The image is scanned and opens as a PDF.

In this exercise you will learn how to scan from a photo you have taken with your digital camera. This
is useful if you don’t have access to a scanner.

T To complete this exercise, your camera must be WIA compatible. If it is not, you can use the
‘Scan from File’ as detailed in Exercise 5 - Scanning from a file.

1. Place an A4 page of paper containing text on your desk and take a photo of it.

2. Connect your camera to your computer using your USB cable.

3. Click on the E drop down list on the toolbar and select Scan from WIA.

4. Click on the E icon.

You will see either of the following windows displayed:

e Select Device window — this will appear if you have more than one device attached to your
computer. Select your camera from the list and then click on the OK button. The Get
pictures from window is displayed. Locate and select the photo you have just taken and
then click on the Get Pictures button

e Get Pictures from window — locate and select the photo you have just taken and then click
on the Get Pictures button.

When your document is displayed you can use the features in Read&Write 11 Gold to read aloud the
text in the way that you want.

What else can you do:

e Set up an HTML style sheet to have the text displayed in a format of your choosing —
Scanning to HTML.
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Further Exercise
Exercise 7 Scanning to HTML

1. Click on the drop down list on the toolbar and select Scanning Options. Click on the
Output tab.

You will see the Output tab of the Scanner Settings window displayed:

A

Autoscan file location
) Temporary file/folder

@) Ask for 3 filename every time
(7) Choose 3 location to save to

C:\Users'jackie \Documents
Filename prefix |scanpre

PDF output settings
() Fully Formatted PDF document {with fonts)
(®) Image on text (no fonts)

Word output settings

Retain full formatting with graphics

HTML output settings

() Retain Graphics in final output Select font and colors HTML Options

(® Use simple HTML, without graphics

i HTML Options T
Use custom font and color settings
&Pub output settings
Treat heading as book title
0K Cancel

2. Click on the HTML Options. This will open the HTML Output Options:

Sample Text

Font
Font Name & Type
Aharani
arem A Otalic
[] Bold
[] Underline
Font Color Fart Size
[ Yellow v 18~
Background Color
e v
oK Cancel

3. Select the font, font colour, background colour and font size you would like to use.

4. Click on OK.

5. Click on the drop down list and select Scan to HTML.
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6. Click on the E button on the toolbar.

7. You will see the Scan multiple pages window:

Countdown Multipage Scanning

Countdown start number & Scanning in : 6

Prompt Multipage Scanning

Scan ] [ Finished Scanning

ReadtWwrite Scanning Windows

[V] Always on top

Cancel

8. Click on Scan.
9. Once the scan is complete click on Finished Scanning.
You will see the Save As window displayed.

10.Type My HTML scan in the File Name field, locate a file in which to save the scan, and then
click on the Save button.

The Scanning facility scans your document. When the scan has completed, you will see the
scanned page displayed using your preferences in your web browser.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to scan to PDF, MS Word,
HTML and ePub.

How to scan single pages.

How to scan multiple pages.

How to scan from a file.

How to scan from a digital
camera.

How to create a style sheet for
HTML.

Page 85




18. Using the Fact Finder

In this section you will learn how to:

e use the Fact Finder to find information
e add other search engines to the Fact Finder.

In this exercise you will learn how to search for facts using the default search engine and change the
default search engine.

1. In Microsoft Word type in the word ‘volcano’.

2. Select the word and click on the button.
Your browser window opens displaying the search results for ‘volcano’ in Google.

3. Close this webpage.

4. Click on the drop down list on the toolbar and select Fact Finder Options. You will see
the Fact Finder Options window displayed:

Fact Finder Default search engine: & Cizizaldnd

Default search engine G Search

gl @ Add New Entry

0K Cancel

5. Click on the Change Default button and then point your cursor over the Search using option.
You will see a drop down list displaying different categories of search engines.

6. Point your cursor over General and select the Yahoo search engine.

7. Click on the OK button to save Yahoo as the default search engine.

8. Select the word ‘volcano’ again and click on the button.
Your browser window opens displaying the search results for ‘volcano’ in Yahoo.

9. Close this webpage.

In this exercise you will learn how to add a new search engine to Read&Write 11 Gold for use with
the Fact Finder facility.
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1. Click on the drop down list on the toolbar and select Fact Finder Options. You will see
the Fact Finder Options window displayed.

2. Click on the Add New Entry button.

You will see the Download Fact Finder Sites window, which allows you to download new
search engines from www.texthelp.com.

Search for fact finder sites a8
| Search
Fact finder sites avalable for dowrload
Stte Name Address Category
[C] Bing hitp:/ /i bing com/search7q= General
[ Borders hitp:/ fwww borders com/oniine/stor...  Books
[T CNN hitp://edtion.cnn com/search/2auer...  News
Bing is @ search engine that finds and organizes the answers you need so you can make faster more informed
decisions
Seoctail ] [ Cloal
Clos

3. Select the check box beside the search engine you want to download. Take note of the
Category under which it is listed. For example, the CNN search engine is listed under the
‘News’ category.

4. Click on the Add button.

5. Click on the Close button when you have finished downloading search engines.

6. Click on the drop down list on the toolbar and then point your cursor over the Search
using option. Point your cursor over the category to which your newly downloaded search
engine belongs. You can now see it displayed in the list. It is now available for use.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the Fact Finder.

How to add additional search
engines.
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19. Using the Fact Folder

In this section you will learn how to:

e add text facts

e add images

e change fact details and properties
e export facts.

= The Fact Folder is used mainly to add facts from the Internet.

In this exercise you will learn how to use the Fact Folder to save a paragraph of text as a new fact.

1. Open your browser and using www.google.com search for ‘volcano’.

2. Choose one of the results and click on the link.

3. On the webpage highlight some interesting information and then click on the E button.

The Fact Details window is displayed.

3

Properties

Title
Date
Author

Sources

Category

Description

(Paste, Drop, or +)

15 May 2013

Jackie

hitp://en. wikipedia.org/wiki/Volcane |4

Cancel

4. Type the text Volcano into the Title text box.

5. Type the name of the Author in the Author text box.

Title text box

Author text box
Sources list box

Category text box

Description text box

The locations and URLs of any documents and websites that are open are displayed in the

Sources list box.

6. There will be a tick in the check box beside the location of the website you have collected the

text from.

7. Click on the [ - button beside the Categories text box. You will see the Select Categories

window displayed.

8. Click on the Add button and type the text Volcanoes in the text box provided.

Page 88


http://www.google.com/

9. Click on the OK button to add the new category.
10.Select the check box beside ‘Volcanoes’ in the Category List and then click on the OK button.

11.In the Description text box, type something to explain what the text is about and then click on
the OK button.

12.You will see a message pop up from the system tray informing you that the fact ‘Volcano’ has
been added.

In this exercise you will learn how to use the Fact Folder to save an image from a web page.

1. Find a picture of a volcano on the Internet and then click on the E drop down list and
select the Add Web Image option. You will see the Texthelp Web Hover popup on the bottom
right-hand corner of your screen.

2. Hover your mouse over the image of a volcano until you see it appear in this popup and then
click on it. You will see the Fact Details window displayed.

3. Type the text Volcano picture into the Title text box.
4. Type the name of the author of the website in the Author text box.

5. The check box beside the URL which contains the image you have just selected will have
automatically been selected.

6. Click on the L button beside the Categories text box. You will see the Select Categories
window displayed.

7. Select the check box beside ‘Volcano’ in the Category List and then click on the OK button.

8. Enter the text Picture of a volcano in the Description text box and then click on the OK
button.

9. You will see a message pop up from the system tray informing you that the fact ‘Volcano
picture’ has been added.

In this exercise you will learn how to change the details of facts that you have already added to the
Fact Folder. You will also learn how to update fact content.

1. Click on the E drop down and select Review Facts.

2. Click on the ‘Volcano picture’ fact in the Fact Folder window. You will see a preview of the
image in the Preview pane.
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’
3. Click on the ﬁ button. You will see the Fact Details window displayed.

4. Type the text Also lists other useful information in the Description text box and then click on
the OK button. The description is updated in the Fact Folder window.

5. Click on the ‘Volcano’ fact and then click on the =
window.

button. You will see the Displaying Fact

6. Add the text Volcanoes tend to occur near tectonic plates to the text that is already there.

7. Click on the OK button.

8. Close the Fact Folder by clicking on the button.

In this exercise, you will learn how to export facts to a Microsoft Word document.

1. Click on the E drop down list and select the Review Facts option. The Fact Folder opens:

Facts Tools
SErde LB
< <« Ttle< Description <

[0 1 Clevela.. Viewfromspace
Awvolca...

Category drop down
list

Information on volcances

A volcano is an opening, or rupture, in a planet’s suface or A
crust, which allows hot magma, volcanic ash and gases to
escape from the magma chamber below the suface.
Valcanoes are generally found where tectonic plates are
diverging or converging. A mid-oceanic ridge, for example

the Mid-Atlantic Ridge, has examples of volcanoes caused

by divergent tectonic plates pulling apart; the Pacffic Ring

of Fire has examples of volcanoes caused by convergent
tectonic plates coming together. By contrast, volcanoes are ,

X9

2. Inthe Fact Folder window, select Volcano from the category drop down list. This will ensure
that only the facts you have added to this category are displayed.

3. Click on the m button.
You will see the Bibliography window displayed.
4. Select the Harvard option from the drop down list and then click OK.

Read&Write 11 Gold automatically creates the Microsoft Word document and lists all of the
facts for the Volcano category. A bibliography in the Harvard style is also included.
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5. After you have viewed your new Microsoft Word document, close it and return to the Fact
Folder window.

6. Select the ‘Volcano’ fact and then click on the = button.
You will see the Bibliography window displayed.
7. Select the APA option from the drop down list and then click OK.

Read&Write 11 Gold automatically creates the Microsoft Word document with the selected
fact for the Volcano category. A bibliography in the APA style is also included.

8. Close the Fact Folder by clicking on the button.

T2 You can also export to a HTML document. Click on the Tools menu and select the Select All
Facts or select the facts you wish to export. Click on the Tools menu again and select the
Export Selected Facts option. You will see the Export window displayed. Select the Web
Export option.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to add text.

How to add images.

How to change fact details and
properties.

How to export facts.
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20. Using the Fact Mapper

In this section you will learn how to:

e create fact maps

e add notes to facts

use the Image Library to add images to a map
link facts

changes how a fact map is displayed
brainstorm

e export Fact Maps

e save and Open a Fact Map.

You can use the Fact Mapper, which is an online graphical user interface, to add different types of
facts to a fact map. You can then link each of the facts to each other to represent a relationship
between them. This enables you to create a diagram of your idea or information on a subject, and
therefore help you to understand and remember it better.

1. To access the Fact Mapper, click on the H button on the Read&Write 11 Gold toolbar. You
will see the Fact Mapper window displayed.

FACTNMADDFD theme (5] [5] B} 88] zoom [F][=] Zoom buttons
Menu —
Fact Map e -5 i ~ . P Y 2 3 Fi[e!ﬂelp
Menu
type
Work area —

| Search

2. The first time you attempt to use any of the facilities in Fact Mapper, you may see the
following message box. Click on the Allow access button.

Internet Explorer

"2) Do you want to allow this webpage to access your
| Clipboard?

If you allow this, the webpage can access the Clipboard
and read information that you've cut or copied recently.

Allow access

3. In the Theme palette you can choose the colour of your Fact Mapper window:

Theme E} E D @
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4. Wait a few moments while the Fact Mapper changes the colour of the window. Allow access
if this appears again.
5. Click on the File menu in order to view the File toolbar:

= The ‘Menu type’ label can help you find this menu.

6. Click on the Fact Map menu in order to view the Fact Map toolbar:

Fact Map &

= When working with fact maps, make sure you save before closing the Fact Mapper or you will
lose your work.

= Click on the and E] buttons at the top right-hand-side of the Fact Mapper window to
select the zoom level at which you want to view the fact map.

In this exercise, you will learn how to create a fact map and add facts.

-
1. Click on the button on the Fact Map toolbar.
A new fact is displayed in the main work area.

2. Type the text America into the new fact:

-~
3. Click on the America fact and then click on the button.
A new fact is displayed in the main work area and is linked to the first fact.
4. Type the text Map of America into the new fact.

5. Add the following facts to the fact map using the same process:
2. Make sure that you click on the America fact before you add them.

=2 You may need to drag and drop the last fact onto a different position on the fact map to
ensure that you can easily see it coming from the America fact.

e United States of America
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e American states
o Flag.
The Fact map should look something like this:

FACTMADDED

Fact Map T . |

Map of America

United States of America

American States

Theme (88 (5] I [8] zoom [F] (=]

File I Hals

v

Search

B

6. Select the ‘Flag’ fact and then click on the n button. This fact is removed from the fact

map.

7. Select the ‘American States’ fact then click on the &' button.

8. Change the name of the fact to the following: 50 states.

In this exercise, you will learn how to add notes to facts.

1. Select the ‘American states’ fact.

2. Type the following text into the text area at the bottom of the Fact Mapper window:

There are 50 states in the USA.
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Add note
text here

FACT MADDEDR oo S EIRE ] zoom [T

- e “ B R EactMap!Help Fact Map
menu

Map of America

Pl SR United States of America

| American states & |

Search B

There are 50 states in the USA |

. Click on the E button. The note is added to the fact. It is represented by the :é icon.

Select the ‘United States of America’ fact.

. Type the following text into the text area at the bottom of the Fact Mapper window:

The motto for the USA is ‘In God We Trust’.

Click on the E button. The note is added to the fact.

. Select the ‘American states’ fact and then click on the button at the bottom of the Fact

Mapper window. The note is removed from the fact.

In this exercise, you will learn how to add images from the Image Library to your fact map. You will

also learn how to add your own custom images for use in fact maps.

1.

Type America in the Search textbox at the bottom right-hand-side of the Fact Mapper
window.

. Click on the Go button. The Search tab expands to display the list of images that match your

search word.

. Click and hold down your left mouse button on the American Coin image and drag and drop it

onto the ‘America’ fact in the fact map:
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= If you find it difficult to drag and drop images, you can right-click on an image and select ‘Copy

=
Image’, then select a fact in the fact map and click on the U button (on the Fact Map menu).

4. Click and hold down your left mouse button on the American Football image and drag and
drop it onto the ‘50 states’ fact in the fact map:

50 states

5. Click on the button on the Search tab.

6. Click on the drop down list of image categories. You will see lots of categories from which you
can choose an image. Select the Classic Tourism option.

7. Click and hold down your left mouse button on the Statue of Liberty image and drag and drop
it onto the ‘50 states’ fact in the fact map:

In this exercise you will learn how to add your own images to the Image Library so you can use
them in your Fact Mapper.

1. Click on the (Manage Custom Images) button (on the File menu).

= If this option is not available contact your network administrator.

You will see a new browser window displayed. This is the Fact Mapper Custom Image Library
window

2. If a warning box appears click on the Allow access button.
3. Click on the (Add a new image) button (on the Image menu). The Add Multiple Images
window is displayed.

4. Click on the Select Images button. The Select file(s) to upload by factmapper.texthelp.com
window is displayed.

5. Browse to the location in your directory where you store your images.
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9.

Click on an image and then click Open.
Make sure the All images received message is displayed and then click the OK button.

The selected image is shown in the Fact Mapper Custom Image Library window.

Close the Fact Mapper Custom Image Library window by clicking on the (Close)
button.

In the Search tab, select the Custom option from the Category drop down list.

10.The image you uploaded in step 6 is listed. You can now add this to your fact maps.

=

You should make sure that your images are named appropriately to allow you to search for
them more easily.

In this exercise, you will learn how to remove links between facts and create them again.

6.

. Click on the ‘Map of America’ fact and then click on the button (on the Fact Map menu).

The fact is highlighted in blue to show that it has been selected.

. Click on the ‘America’ fact.

The link between the two facts is removed.

Repeat this process to remove the remaining links from the fact map:
e United States of America

e 50 states.

To reinsert the links:

Click on the ‘America’ fact and then click on the button (on the Fact Map menu). The fact
is highlighted in blue to show that it has been selected.

. Click on the ‘Map of America’ fact.

You will now see a line linking the two facts.

Repeat this process to link the remaining facts to the ‘America’ fact.

In this exercise you will learn how to specify how you want your fact map displayed.

1.

Click on the drop down list (on the Fact Map menu) and select the Document Outline
option. Your fact map is now displayed in a bulleted list.
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2. Click on the drop down list again and select the Tree option. Your fact map is now
displayed in a tree view.

3. Change it back to the way it was originally by selecting the Fact Map option from the drop
down list.

4. Select ‘America’ in your fact map and then click on the @ button. You will see the Arrange
Facts window displayed:

e | Arrange Facts -- Webpage Dialog @

& | http:f v texthelp.comfonline%20mind%20mapper/ Vf
ARRANGE FACTS ki

Left To Right Tree] Right To Left Tree

o %

Top Down Tree Bottom Up Tree

Facts will be arranged in a tree structure with the
root node on the left and all other nodes arranged
to the right.

http: /v texthelp.ca O Internet

= You were asked to select ‘America’ because it is the category to which all of the facts are
linked.

5. Select the Bottom Up Tree arrangement and then click on the OK button.

= The description of each arrangement will help you decide which one you want to use in
future.

The facts in your fact map are rearranged so that the American flag is displayed at the bottom
and all the other facts are displayed above.

In this exercise you will learn how to use the Fact Mapper to brainstorm. This will entail adding
several American states to a fact map as quickly as possible.

1. Click on the “ button (on the File menu). Then OK.

A blank fact map is opened in the Fact Mapper and the Fact Map menu is displayed at the top.

2. Click on the K388 button.

A new fact is displayed in the main work area.
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3. Type the text American states into the new fact:

4. Make sure the American states fact is selected and then click on the E button.
A new fact is displayed on top of the American states fact.
5. Type the text Arizona into the new fact and then press Enter:

Another fact is added to the work area and is automatically linked to the first fact:

: g American statesg

i| Arizona

6. Add the following facts using the same process:
e Alabama
e Georgia.
7. Click on a blank area on the fact map to stop using brainstorming.

Your fact map should look like this:

FACTNADDFED Theme 1] [=] il (@] ;me

Fact Map 6o a8 4 2 > 5 File |Help

Arizona

Alabama

Georgia |

| search

-
If you wish to add more states, click on the E button or the button.
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In this exercise you will learn how to export a fact map to a Microsoft Word document.

-
1. Click on the button (on the File menu). Then Open.

The fact map is opened and displayed in Microsoft Word. It is displayed in Document Outline

view.

2. Close Microsoft Word.

= You can also export a fact map to Microsoft Word or to an HTML page by clicking on the File
menu on the left-hand-side of the File toolbar and selecting Export. The Export Facts -
Webpage window allows you to select the option you prefer.

In this exercise you will learn how to print, save and open a fact map.

1. Click on the button (on the File menu).
You will see the Print window displayed. Select your preferred print options and then click on
the Print button.
2. Click on the File menu and then click on the button.
You will see the File Download window.
3. Click on the Save As.
The Save As window is displayed.

4. Browse to the folder in the directory in which you want to save the fact map, type the name
America in the File name text box and then click on the Save button.

5. The Download complete window is displayed.

6. Close the Download window.

=2 Any time you need to save the fact map in future, you will have to override the file you just
saved.

7. Click on the File menu and select the Exit option:
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New
Open
Save

Export
Export to Word
Print

Custom Images

Exit

8. Click on the Yes button when you are asked to confirm the closure of the window.

9. Click on the E button and allow access.

10.Click on the File menu and then the m button.

You will see the Open File window displayed:

2 Open File -- Webpage Dialog

http:ffuww.texthelp. com/online%20mind%20mapper fPresent ation%20Classes/Open%20Dialc ¥

OPEN FILE

texthelp. line%20mind%: & Internet

11.Click on the Browse button.
You will see the Choose file window displayed.

12.Locate the America fact map and then click on the Open button.
You will see the Open File window re-displayed.

13.Click on the OK button.

14.The America fact map opens in the Fact Mapper window.

15.Close all open maps. You do not have to save them.
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Learning Check List

Learning Outcome

Benefit/Suggested use

How to create a Fact Map.

How to add notes.

How to add images from the
Image Library.

How to link facts.

How to change how the fact
map is displayed.

How to brainstorm.

How to export the Fact Map.

How to print, save and open a
Fact Map.
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21. Using Screen Masking

In this section you will learn how to:

e use Screen Masking
e change the Screen Masking options
e use the spotlight option.

In this exercise you will learn how to use the Screen Masking.
1. Open a document in Microsoft Word and then click on the button on the Read&Write 11
Gold toolbar.

The Windows system background colour changes to light blue.

14
2. Click on the button on the Read&Write 11 Gold toolbar.
The Windows system background colour returns to white.

In this exercise you will learn how to change the colours and masking type used by Screen Masking.

14
1. Click on the drop down list and select Screen Masking Options.

2. You will see the Display tab of the Screen Masking Options window:

g Screen Masking Opti

| = Select Masking

Type dropdown
Screen Masking Settings
Select Masking Type fnens

Change system background color -] —

Screen Mask Options

Color used when

Color used when masking the screen D

masking the
Transparent/Opaque 0 screen colour
————— T Lransparent Opaque
track bar palette
Thin D Thick
Underline Underline

3. Select the Tint the line I’'m typing on option from the Select Masking Type drop down list.

4. Select a blue colour from the Color used when masking the screen colour palette.
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5. Adjust the Transparent/Opaque track bar until you have selected a more transparent colour,
i.e. move the scale more to the left.

6. Click on the OK button.
7. Type the following text into a blank Microsoft Word document:
This is Screen Masking.

Notice how the Screen Masking facility tints the line of text you type on.

8. Click on the E button to turn off the facility.

You can practice setting up some of your own display options.

In this exercise you will learn how to use the spotlight.

1. Click on the E drop down list on the Read&Write 11 Gold toolbar.
You see the Screen Masking Options window.

2. Select the Tint my whole screen option from the Select Masking Type drop down list.

T2 You can only enable the spotlight when you have chosen to tint the whole screen.

3. Adjust the Transparent/Opaque track bar until you have selected a more opaque colour, i.e.
move the scale more to the right.

4. Click on the Spotlight tab.

DISPLAY SPOTLIGHT |
Mouse Spotlight Settings
Mouse Spotiight Setting
Use the Mouse SPOtIIght [¥] Use the Mouse Spotlight when tinting the whole screen
when tinting the whole screen
C h ec k bOX Mouse Spotlight Options
Delay before focus retums to typing area
1sec U 10secs
. . Height of Mouse Spotlight
Height of Mouse Spotlight 0
tra Ck ba r 10 pixels 200 pixels

5. Make sure the Use the Mouse Spotlight when tinting the whole screen check box is selected.
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6. Make the spotlight smaller by moving the Height of Mouse Spotlight track bar more to the
left.

7. Click on the OK button.

8. Click on the button.

9. Move your mouse across the screen and notice how the spotlight works.

10.Click on the button to disable the facility when you have finished.
The other Masking Types are as follows:
e Tint the window I’'m typing in
o Tint everything except the window I’'m typing in
¢ Tint everything except the line I'm typing on
e Underline the line I’'m typing on
e Underline my mouse pointer

e Change system background color.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to use the Screen
Masking.

How to change the Screen
Masking options.

How to use the spotlight.
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22. Using the Speech Input facility in Vista/Windows7/8

In this section you will learn how to:

e set up the Speech Input

e create text using Speech Input

e correct text

e add words to the Speech Dictionary.

To complete this section, you must ensure that you are in a quiet room and are not likely to be
distracted.

= This exercise assumes that the Speech Input facility has not been previously used.

In this exercise you will learn how to start the Speech Input facility, correctly position the
microphone and carry out a training exercise.

1. Click on the button on the toolbar.

You will see the Speech Input window displayed:

New Profile text box

2. Type your name in the New Profile text box and then click on the OK button to add your user
profile.

The Microphone Setup Wizard is displayed:

Select the type of microphone you would like to use

~ Headset Microphone
J Best suited for speech recognition, you wear this on your head.

| e *) Desktop Microphone

| These microphones st on the desk.

© Other
Such as array microphones and microphones built into other devices. |

= = — =1

3. Follow the instructions in the wizard to ensure that the microphone is in the correct position.
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When you have finished adjusting the microphone, the Speech Recognition Voice Training
Wizard is displayed:

Welcome To Speech Recognition Voice Training

By listening to you read aloud to the computer, Speech Recognition learns how you speak.

On the next page some training text wil be displayed. When the training text appears, read it aloud in a |
natural and even tone.

The system will display one line at a time. When you have finished reading 2 line, the system will, after a
short pause, automatically present the next line.

If the system doesn't understand what you read, it will skip to the next line. This is normal, and not a
cause for concern.

Click Next to begin training.
Note: We recommend that you take the Speech Recognition tutorial first. In addition to improving the

recognition of your voice, the tutorial also gives you an opportunity to learn the most important Speech
Recognition commands.

[Cconcel ]

4. Follow the instructions in the wizard to train the Speech Input facility to recognise your voice.

You can pause the training at any stage by clicking on the button. The more
training you do the better the Speech Input facility will be at recognising your voice.

In this exercise you will learn how to start the Speech Input facility and create text by reading into
the microphone.

1. Click on the button on the toolbar.

You will see the Speech Input panel. It is currently in ‘Listening’ mode:

Listening

2. Open Microsoft Word.
3. Speak the following text into the microphone:

‘A volcano tends to occur where tectonic plates meet. The earth is made up of about 8 big
tectonic plates. When volcanoes erupt they can throw out lava, ash and gases.’

T Don’t worry if the Speech Input makes a mistake. You will learn how to correct mistakes in the
next exercise.

4. Click on the u button on the toolbar.

The text you just spoke into the microphone is read back to you.
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5. Click on the B2 button on the Speech Input panel.

The Speech Input panel changes to ‘Sleeping’ mode.

Sleeping

= You can toggle between the Listening and Sleeping modes by clicking on the Es—=2 ! button.

In this exercise you will learn how to correct any mistakes the Speech Input facility may have made.

1. Open a new Microsoft Word document.

2. Click on the button on the toolbar.

3. Speak some text into the microphone and stop immediately after a word is recorded
incorrectly.

4. Speak the following into the microphone:
Correct that.

You will see the Alternates panel displayed:

L_]. Alternates panel 1 &J

Say the number next to the item you want,
followed by OK

@ this is to show
@ This has to show
© This used to show
O This was to show
© This us to show |
0 This have{bhow
@ This as to show

@ This whose to show
© Officers to show

Don't see what you want? Say it again

Spell it 4|!|_0r say, ‘Spell it |

[ ok ][ conce |

5. Say the number displayed next to a word (or group of words) you would like to use instead.
The Speech Input facility replaces the word in your text.

6. Speak some more text into the microphone and only stop after speaking several sentences,
i.e. after the software has made a couple of mistakes.
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7. Speak the following into the microphone:
Correct ‘say the word that was recorded incorrectly’.

The Alternates panel is re-displayed

= If the incorrect word appears more than once, each instance will have a number beside it. In
this case, you speak the following into the microphone: Correct ‘number displayed beside the
instance you want to correct’.

8. You can now either:

e say the number displayed next to a word (or group of words) you would like to use instead.
The Speech Input facility replaces the word in your text

e click on or say Spell it if your correction does not appear in the Alternates panel.

You will see the Spelling panel displayed:

U spellingpanel¥ - [=1]

Spell the word in a clear voice

1
¥

|

9. Spell aloud the word you would like to insert in the text, in place of the original word, and
then click on the OK button.

10.Close the Alternates panel.

In this exercise you will learn how to add words to the Speech Dictionary. This is useful for any words
that the Speech Input frequently mishears or does not recognise.

1. Click on the drop down list and select the Open Speech Dictionary option.

You will see the Speech Dictionary window displayed:

Page 109



What do you want to do?

< Add a new word

Enable your personal words, or expressions to be dictated into your applications.

< Prevent a word from being dictated
Improve dictation accuracy by preventing certain words from being dictated.

“ Change existing words
Edit or delete words that are already in the Speech Dictionary.

2. Click on Add a new word.

You will see the second step of the Speech Dictionary window displayed:

Type or say the word you want to add

You can add a single word or an expression. To spell a word, say "Start Spelling" and spell the word.

Word or Expression
text box

Word or Expression:

3. Type the word entrepreneurial into the Word or Expression text box, and then click on the
Next button.

You will see the third step of the Speech Dictionary window displayed:

Add your word

To add your word to the Speech Dictionary, click Finish. To ensure your word is dictated properly, you
may choose from the following options:

eample

Pronunciation

P If the pronunciation of your word is not oll}ou;, ou can record a pronunciation to improve Speech
Record a pronunciation o Y Y P prove s

Recegnition accuracy.

upon Finish ——— | L] Record a pronunciation upen Finish
radio button

[7]1 want to make more modifications to the Speech Dictionary upon Finish
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4. Select the Record a pronunciation upon Finish check box, and then click on the Finish button.

You will see the fourth step of the Speech Dictionary window displayed:

-
@ Speech Dictiona

Record a pronunciation

You can record and listen to your pronunciation as many times a5 you need unil you are satisfied with
your recording.

@ Click or say "Record" and begin speaking your word in a clear, natural tone.

exsmple

Finish

5. Click on the Record button and then say the word entrepreneurial into the microphone.

= You can hear the word read back to you by clicking on the Listen button.

6. Click on the Finish button.

Learning Check List

Learning Outcome ¥ Benefit/Suggested use

How to set up Speech Input.

How to create text.

How to correct text.

How to add words to the
Speech Dictionary.
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23. Using the Translator facility

In this section you will learn how to:

e translate single English words into another language
e configure the Translator
e translate paragraphs of text into another language.

Type the following text into a blank Microsoft Word document:

A volcano tends to occur where tectonic plates meet. The earth is made up of about 8 big
tectonic plates. When volcanoes erupt they can throw out lava, ash and gases.

T2 You must be online in order to use the Translator facility.

In this exercise you will learn how to translate words from English into another language.
1. Click on the drop down list on the toolbar and select Single word translation.

y
2. Click on the button. You will see the Translation tab of the Translator window displayed.

3. Select the word ‘volcano’.

Help
@ Transzlation I %: Preferences —fr—ou—_
—word to search Preferences tab
Word to search text box [volcano
r Suggested meanings for selected word
volcano

velcano [noun]
1 wolcan

Suggested meanings for
selected word panel

4. You will see the French translation of volcano. Click on it to have it read.

In this exercise, you will learn how to use the Preferences tab to configure the translation language,
speech, text and display options.
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1. Click on the Preferences tab.

Help

T[anslation T %: Preferences

Translation Language drop
down list

Voice Speed track bar

Transzlation options

Translation Language:

e |

Woice Speed: 50

Get text from clipboard
radio button

Text optionz
T (" Get text from clipboard
{* et zelected text and captions

Delay before text retieval: - —
Dizplay optionz

EoregroEsolor: - Samp le
. Eackground color: - . Auto hide window
Background color section [ E Flont sigg - — fp—————
v Ao hide window check box

2. Select the Spanish option from the Translation Language drop down list.

3. Click on the Translation tab.

You will see the word ‘volcano’ displayed in the Word to search text box and a list of Spanish
translations displayed in the Suggested meanings for selected word panel.

4. Click on the Spanish translations to hear them read aloud.

5. Click on the Preferences tab in the Translator window.

6. Select the German option from the Translation Language drop down list.

7. Adjust the Voice Speed track bar to the setting ‘30’.

8. Make sure the Get selected text and captions radio button is selected to specify that you'd

like to select words for translation by simply highlighting them in your document.

"
9. Click on the button in the Background color section and select a blue colour for the
background of the text in the Translation tab.

10.Click on the Translation tab.

11.Highlight the word ‘occur’ in your text.

You can now see the translations for the word ‘occur’ in the Suggested meanings for selected

word panel. Click on the translation to have it read. The translation panel will be displayed in

the colours you have chosen

and the voice will be at the speed you have selected.
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In this exercise you will learn how to translate paragraphs of text from English into another

language.

7
1. Click on the drop down list on the toolbar and select Paragraph translation.

2. Highlight the following paragraph in your document:

A volcano tends to occur where tectonic plates meet. The earth is made up of about 8 big

tectonic plates.

3. Click on the button.

You will see the Read&Write Paragraph Translator in a new browser window. A translation is

shown in French.

- & ®v v @ v“ ’ - >>  textHElr ~ o

http://ptranslator texthelp... O ~ B ¢ Read8&Write Paragraph Tra... *

Read Read&Write Paragraph Translator
e

Un volcan tend & se produire ol les plaques tectoniques se rencontrent. La terre est composée d'environ 8 grandes plaques

tectoniques.

powered by Gougie translate

©2013 Texthelp Ltd.

-

button to hear it read

4. Hover your mouse over the paragraph and then click on the
aloud.

Q

-

button will only be shown if there is a supported speech engine.

™ The

5. Close the browser window.

y
1. Click on the drop down list on the toolbar and select Paragraph translation options.

You will see the Paragraph Translation Options window displayed.
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g Paragraph Translation Opticns

Languages

To drop down list

Erom | Engish | To [French

Display settings

Background color
palette

[ \ "
Backg color

Fontsize 12—'

oice settings

i Foreground color

!

Speed Medium -

[ ox

|| Cancel |IJ

2. Select the Spanish option from the To drop down list under Languages.

3. Click on the Background color palette and select a yellow colour from the colour palette.

4. Click on the OK button.

5. Highlight the paragraph in your document (the same one you highlighted in step 2).

6. Click on the button.

You will see the Read&Write Paragraph Translator redisplayed in a new browser window. A

translation is shown in Spanish.

7. Hover your mouse over the paragraph and then click on the

aloud.

8. Close the browser window.

Learning Check List

button to hear it read

Learning Outcome

Benefit/Suggested use

How to translate a single word.

How to configure the Single
Word Translator.

How to translate a paragraph.

How to configure the Paragraph
Translator.
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24. Using Study Skills

In this section you will learn how to:

e collect text from a webpage or a word document.

You can use Study Skills to highlight pieces of text which you may find of interest within a Microsoft
Word document, Internet Explorer, Firefox or Chrome and collate the highlighted text into a new
document.

textHeLP
To access Study Skills, click on the button until you can see the Study Skills buttons. The

tooltip for this button will help you identify the buttons you need.

In this exercise you will learn how to collect different types of text and then insert them into a new
document in the order in which you want them displayed.

1. Open your Internet browser window and then open one of your favourite websites.

Alternatively, open a Microsoft Word document of your choice.

2. Highlight some text on the page and then click on the (Highlight green) button.
Read&Write 11 Gold highlights the text in green. An example is shown below:

Texthelp Systems Ltd is the worldwide leader of literacy software solutions provided through three core business divisions:

3. Highlight some more text on this page and then click on the (Highlight pink) button.
Read&Write 11 Gold highlights the text in pink.

4. Repeat step 3 to highlight two further separate paragraphs in pink.

5. Highlight some of the text in pink and then click on the (Clear highlights) button.
Read&Write 11 Gold de-selects the highlighted text in pink.
6. Open another one of your favourite websites.

Alternatively, open another Microsoft Word document of your choice.

7. Highlight some text on the page and then click on the (Highlight green) button.

Read&Write 11 Gold highlights the text in green.

8. Click on the Bl (Collect highlights) button.
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The Collect Highlights window is displayed:

Order highlights by collection time
radio button

Color collections separation
drop down list

Highlighted items separation
drop down list

Include bibliography
check box

Choose the colors to collect

Collect yellow [v] Colleciblue| [¥] Collect green
Collect highlights settings

@ Order highlights by color
" Order highlights by collection time

_) Order highlights by position in document
Color collections separation Paragraph

Highlighted items separation

Collect highlights from multiple documents

Include bibliography

BEibliography format

9. Make sure the following options are selected:

Collect highlights from
multiple documents check box

Bibliography format drop
down list

e the Page option is selected from the Color collections separation drop down list

e the New line option is selected from the Highlighted items separation drop down list

e Collect highlights from multiple documents checkbox

10.Select the Include bibliography checkbox and then select Harvard from the Bibliography

format drop down list.

11.Click on the OK button.

Read&Write 11 Gold collects the highlighted text from both of the webpages (or Word
documents) and inserts it into a new Microsoft Word document. It also inserts a bibliography
at the bottom of the page.

12.Save your document and call it My Studies.

13.Close the web pages and Microsoft Word document.

Learning Check List

Learning Outcome

G| Benefit/Suggested use

How to collect text.
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25. Vocabulary

In this section you will learn how to:
e create a vocabulary list.

In this exercise you will learn how to add words to a vocabulary list which you can use for your
studies. A vocabulary list provides definitions and explanatory images for your selected words.

1. Open your Internet browser window and then a website of your choice.

Alternatively, open a Microsoft Word document of your choice.

2. Highlight a word on the page and then click on the (Highlight green) button to add it to
your vocabulary list. Repeat this step until you have added several words to your list.

3. Click on the E button on the toolbar.

You will see the Vocabulary window displayed:

Selected words

Add new word to list

Add new word to list

text box Vocabulary list

Vocabulary list
box

Vocabulary list options
Subject/Title

Subject/Title text box

Include images

Include images check box

Your selected words are listed in the Vocabulary list box.

4. Type ‘happy’ in the Add new word to list text box and then click on the Add button to add the
word to the Vocabulary list box.

5. Type ‘My text’ in the Subject/Title text box.

6. Click on the OK button.
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Your Vocabulary List is displayed in Microsoft Word, complete with definitions and

explanatory images:

Subject
Date

Vocabulary List
My text
30/12/2010

Word

Meaning

Notes

happy

If you are happy to do
something you would gladly do
it, "I'm happy to help you move
house"

Satisfied, "I'm happy with those
arrangements”.

Feeling pleasure, "l am really
happy today"

A positive state of mind

Unhappy, "She was sad
because he was leaving”

If something is sad, it makes
you feel unhappy, "The movie
was very sad"

excited

Make someone feel happy and
energetic about something, "I
tried not to excite the children
too much, otherwise they
would never go to sleep”

dull

If something is dull it is boring,

"l hate talking fo her; she's so

dull”

Not having bright colours or
ictiire wae ot

linht "Tha n

% & OB

7. Type the following text in the Notes column for the word ‘happy’:

A positive state of mind.

8. Save your document and call it My text.

Learning Check List

’

Notes column

Learning Outcome

Benefit/Suggested use

How to create a vocabulary list.
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26. Creating a Word Cloud

In this section you will learn how to:

e create a Word Cloud from your own text
o create a Word Cloud from a Read&Write 11 Gold word bank
e alter the Word Cloud options.

In this exercise you will learn how to add words to create a word cloud from your own text. A Word
Cloud provides the most important words in the text you have selected.

1. Open your Internet browser window and then a website of your choice. The Word Cloud
works best if you have a good amount of text so try and have a webpage with lots of text.

2. Select the text and click on the button.

3. The Word Cloud panel will appear with the text you have selected:

Create Word Cloud
Use Word Banks | Use My Own Text

A volcano is an opening, or rupture, in a planet’s suface or crust, which allows
hot magma, voleanic ash and gases to escape from the magma chamber below
the suface Volcanoes are generally found where tectonic

plates are diverging orconverging. A mid-oceanic ridge, the Mid-Atlantic Ridge,
volcanoes caused by divergent tectonic plates pulling apart; thePacific Ring of
Fire has volcanoes caused by convergent tectonic plates coming together. By
contrast, volcanoes are usually not created where two tectonic plates slide past
another. Violcanoes can also form where there is stretching and thinning of

the Earth's crust in the interiors of plates, e g.. in the East African Rift, the Wells
Gray-Clearwater volcanic field and the Rio Grande Rift in North America. This
type of volcanism falls under the umbrella of "Plate hypothesis” volcanism

[1] Violcanism away from plate boundaries has also been explained as mantle
plumes. These so-called "hotspots”, Hawaii, are postulated to arise from
upwelling diapirswith magma from the core-mantle boundary, 3,000 km deep in
the Earth Erupting volcanoes can pose many hazards, nat only in the immediate
vicinity of the eruption. Volcanic ash can be a threat to aircraft, in particular
those with jet engines where ash particles can be melted by the high operating
temperature. Large eruptions can affect temperature as ash and droplets

of sulfuric acid obscure the sun and coal the Earth's lower atmosphere

or troposphere; however, they also absorb heat mdiated up from the Earth,
thereby waming the stratosphere. Historically, so-called volcanic winters have
caused catastrophic famines. Eymology The word volcano is derived from the

4. Click on Create.

5. A Word Cloud will be created something like this:
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6. Click on one of the words and it will be read for you.

7. To close the Word Cloud click on the n button. You will be asked if you wish to save it.

8. Click on Yes. Give the Word Cloud a name and then click on Save.

)
9. To open the Word Cloud again click on the drop down and select Open Word Cloud.

10.Navigate to where you saved the Word Cloud and click on Open.

11.To close the Word Cloud click on the n button again.

1. To create a Word Cloud from one of the Read&Write 11 Gold word banks click on the .

button.

2. The Word Cloud panel opens:

Create Word Cloud

Use Word Banks | Use My Own Text

Search word bank
a
| | Search
Description Category ~
Abrabam Lincoln History
A Christmas Carol Books
Acoustics Music
Adaptation Biclogy
AMghanistan Geography
Age of Discovery Histary
Albert Einstein Biography
Alexander Graham Bell Biography
Algebra Maths
Alices Advertures in Wonderand Books
Amelia Earhart Biography
The American Civil War - Part 1 Histary e
Create | | Close
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3. Select the word bank you wish to use then click on Create.

4. A Word Cloud will be created like this:

5. To close the Word Cloud click on the n button. You will be asked if you wish to save it.

6. Click on Yes. Give the Word Cloud a name and then click on Save.

You can alter how the Word Cloud works.

)
1. Click on the drop down and select Word Cloud Options.

2. The Word Cloud Options panel opens:

Word Cloud Design

Number of words or phrases in Word Cloud

Calor theme: | Blue

‘wiord Cloud Shape |Cloud

Set \Word Cloud as top
[] Include Numbers
[] Include less frequent words

Click Behavior
(®) Speak the word when clicked

() Insert the word when clicked

OK

3. From here you can choose:

e The number of words or phrases in the Word Cloud — simply type in the number you wish
to be included.
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e The colour of the cloud — choose from blue, green or red.

e The shape of the cloud — choose from cloud or list.

e Set the Word Cloud as top — this means that the Word Cloud will always appear on top of

any document you have open.

e Include numbers — for example dates.

e Include less frequent words.
e Speak the word when clicked.

e Insert the word when clicked.

4. Make your selections and then click OK.

5. Complete the previous exercise again to see the effect of the changes you have made.

Learning Check List

Learning Outcome

Benefit/Suggested use

How to create a Word Cloud
from text.

How to create a Word Cloud
from a Word Bank.

How to alter the Word Cloud
options.
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27. Using a Voice Note

In this section you will learn how to:
e insert a Voice Note in to Microsoft Word.

In this exercise you will learn how to insert a voice note into Microsoft Word. You can use this to
make comments or add instructions to a document.

1. Open a Microsoft Word document.

2. Click in the document where you would like to place the Voice Note.

"!
3. Click on the button.

4. The Voice Note panel will appear:

Microphone Detection

@ Start Recording eplay HE': E

5. When you are ready click on Start Recording.

6. Speak into your microphone what you would like to say.
7. When you have finished click on Stop Recording.

8. You can Replay the Voice Note by clicking on Replay.

9. Click on Insert to put the Voice Note into the document.

!1|:|
10.In the Word document you will see an icon similar to this: (/ )}

11.You can listen to the Voice Note by double clicking on this icon.

™= If you wish you can save the Voice Note separately from the Word document by clicking on
Save.
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Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to add a voice note to MS
Word.
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28. Saving and Loading your settings

In this section you will learn how to:

e save you settings
e |oad your personal settings.

There may be occasions when you use Read&Write 11 Gold on different unconnected computers. In
this exercise you will learn how to save your personal settings to a memory stick. You can then load
your personal settings from the memory stick to any computer you wish.

= Itis possible to save your personal settings to a location of your choice, for example, on your
hard drive. However, in this exercise, you are required to save them to a memory stick.

texteLp
1. Click on the drop down list and select Save my settings.

2. The Browse For Folder panel will appear.
3. Navigate to your USB and select it then click OK.

Your settings have now been saved onto the USB.

To load your personal settings at another location:

1. Insert your USB drive into your USB port.

texteLp
2. Click on the drop down list and select Load my settings.

The Browse For Folder window is displayed.

3. Browse for the USB drive on your computer and then click on the OK button to load your
personal settings.

Learning Check List

Learning Outcome 1 Benefit/Suggested use

How to save personal settings.

How to load personal settings.
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